Monroe County
Purchasing Policy

(As Revised/17/2022)



Table of Contents

CHAPTER 1 - INTRODUCGCTION ...ttt e e e e e e e e eees 4
CHAPTER 2 - AUTHORITY & DUTIES ...t 4
A.  Board of CoOUNtY COMMISSIONETS.......uiiiiiiiiiiiiieeiiiieeeite et e e e sttt e e s s e e e et e e e s asbreeeeessasiennannnnneeees s 4
2 TR o 01§V 2o [ 4111 1 > (o] O 4
C. Budget and FINANCEDEPAIMENT...........cciiiiiitiiiiie e e es s st e e e e e e s eeenstre e sseseereeeeeaeeeessasnsnenreeeeees 5
D.  ReQUESHNGDEPAIMTIMENT ... ..eiiiiiiiiiiiii ettt ireet et e e e e bbbt e e s s et b e aetee et e e e s st beeeeeeesasbbeeanbbeeeeeeesanbrneeeeesannes 6.
E.  Delegationof AUTNOIILY .......ccciiiiiiiie s ee e reeer e e e e e e e e e e e e e s eeaneeereeeeaaaaaaaaaeasensanan 7
F.  PUIChaSINGAULNOIILY ...ooiiiiiieiii e e e e e e e e s eeent et eaeeeeeeetaeeaeeeeaansaseseeeeeaeaaeaeeeesessssnnns 7
G. Signature AUthOrity fOr AQrEEIMENTS..... ..o i it e et eree e e e e e e e reees s e e e e e e e et e e e aete e srrrnnas 8
H.  LOCAI PrefEIrENCE ...ttt 10
l. NON-DISCIMINGALION ....vviiiiiiiii i e bbb 10
J.  PaymentDiSPULE RESOIULION. ........civiiveeirie it eetiemeiteesteeeteesteereesre s st aesessessbessbessbesstestessbemestessessressreeas 10
CHAPTER 3 - COMPETITIVE SOLICITATION PROCESS ...t eeeeee e, 12
A.  Notice Inviting Competitive SONCIALION...........oiiuiiiiiiii e 12
B. Procedure for Competitive SONCIEAtION ..........uuueiiiii e e e e e e e e nenes 16
(O = L= o o 1S SRR 18
[ T o (Y = Tod 1o g o) =T oo £ SRS 18
Y - VA= o) [ (=0 (U] F= U =SSO 18
F. AWAIA Of CONTIACT. ..ottt enee e s e e e e e e eeennnes 18
L (01 (E N el (ol =T (U] £SO E PP 19
CHAPTER 4 - PURCHASE OF PROFESSIONAL SERVICES.......ccccooiiiiiiiiiiieees 19
N B =Y (111 o] OO PP PP PP P PPPPPP PP 19
B.  Methods Of ACQUISILION ...ttt ettt e e e ettt ettt e et e e e e e e e e e e e s e s st e e e aaeeeeaeeaasaannnnns 20
C.  CoNtINUING CONIACTS. ... i i i iiii ittt reer ettt ettt eaaaassbe bbb bbb ettt e et et e e e e e eaamtseeeeeeeeaeaeaaaaaeeeessann 20
CHAPTER 5 - DESIGN/BUILD CONTRACTS ...t 22
L (0Tt =T o [N = PO PTRROP 22

Pagel of 106



CHAPTER 6 - CONTRACTS/AGREEMENTS ......oiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiieeee 23

A, CONIACE REVIBW......oiuiiiiiiiiiiitic i 23
2 TR = =T 01T £=T o 4= ) PSR 24
L @4 = I @0 T3 o1 1 = 11 o] o NSRS 24
D T (ot =T o] 1] o I TP PP PPPUPRTPTUPPPPPPP 24
E. Preference to Florida businessSe=S 287.084).........ccooiiiiiiiiiiiiieeee e e s s eeees s rrnraeeneees 25
F. Preference to businesses with drufyee workplace programs(F.S.287.087).......ccccccvveviiviiiereecaneen. 25
G O 1 F=T 0T [T 0 (o [T £ PP PPP P PPPPPRPPRPR 25
CHAPTER 7 - EXCLUSIONS. ...t 26
AL SOIEBSOUICE. ...ttt e e 26
[ T Y =T 0 =T (o U od o= T = PSP 27
C.  CooperativVe PUICNASING..........couiiiiiiie e s e e e e e e e e e et eeeeeeeeaeeeeaerennnnnn s 28
[ N o oAV o T U] VAN o] o] £ A V=Tl ] = ox £ S 29
S T T Y] o Y= Uod 141 o USSR 29
CHAPTER 8 - BLANKET PURCHASE ORDERS ........ooitiiiii e, 29
CHAPTER 9 - MINORITY BUSINESS ENTERPRISE (MBE), SMALL BUSINESS &
DISADVANTAGED BUSINESSES ... 30
CHAPTER 10 - PURCHASE OF INSURANCE.......cciiiiiiiiiii et 30
CHAPTER 11 - RECYCLED CONTENT PRODUCTS.......cciiiiiiiiiiiiiiii e 31
CHAPTER 12 - SURPLUS ITEMS ... .. 31
CHAPTER13-PURCHASI NG CARD POLI CYéeéeéeéeeeceécedreé.
CHAPTER 14 - FEDERAL FUNDING REQUIREMENTS ..., 35
A.  Procurement StandardS(2CFR) ....coouuiiiiiieiiiiet ettt 35
B.  COmMPEtition REQUITEMENTS .. ..ottt e ettt et e e e eeea bbbttt e ettt e et aaaaeeesaaaneeeeeaeaaaaaaaaaans 37
C. Method of Procurement REQUIFEMENTS........ciiiiiiiiee ittt ettt e et e e e e e nebb e e 37

D. Contracting with Small & Minority Busi n8wspues,

F N == N T 0 LT 40

R O0e] 0} 1 = o1 (U T= | I 0] 411 [0 (=1 =1 10 4 1SRRI 41

Page2 of 106

ée.

Wo me n



F. Construction Contract CONSIAEIAtIONS .........cviueiiiiiiiiieeeeemii e e et e st essisseeee st s enansessnessrneeseenns D3

G.  Capital EXPENAIIUIES ... ...ttt ettt e e e e e e e e ettt et e e e e e e e e e e e e e e s e e s s ammntaaaaeaeeaesaaaaannnnnenaas 44
CHAPTER 157 PAYMENT CARD POLICY AND PROCEDURES...........cccccuvvvviiiiinnns 46
ATTACHMENTS:

Attachment A. Memorandum of Request forCompetitive Solicitation................ccccceeeeinnee. 47
Attachment B.a. Notice of Request for Competitive SolicitationSamplel....................... 48
Attachment B.b. Notice of Request for Competitive SolicitationSample2........................ 49
Attachment B.1. Approval toIssue Addendum ..........cccoooeeeiiiiiiiiiieeee e 50
Attachment B.2. Inventory Deletion REQUEST.............c.uuiiiiiiiiiieeeiiiiiiieeee e 51
Attachment B.3. Computer Related Equipment InventoryDeletion Request...................... 52
Attachment B.4. Fixed AssefTransfer FOMM .........cooooiiiiiiiiiiiiiiieee e 53
Attachment C. Purchasing Card Policy& ProCedures...........cccceeeiiiiiieeeccceeiiciiee e 54
Attachment C.1 Payment Card Policyand ProCedures............ccovviiiiiiiiiiiieecieeiieeeeeeeee 73
AACHMENT D. FOMMS .o er e ener bbb e e e e e e e e e e e e e s smmreeeeaeaaaeeas 380
Attachment D-1. Monroe County PurchasingAuthorization Form ...............cccccvviiiiiieeennd 81
Attachment D-2. Monroe County Request tdPurchaseForms THIS FORM IS NO LONGER USED ....82
Attachment D-3. Monroe County BOCCAudit Slips THIS FORM IS NO LONGER USED ................. 83
Attachment D-4. Vendor FileRequestFOrms THIS FORM IS NO LONGER USED ...........cevvrrnnnnnnnnnns 84
Attachment D-5. Contract Summary Form for Contracts LessThan $50,000.00................ 85
Attachment D-6. Contract Renewal Form for Contracts Les§ han $50,000.00................ 36
Attachment D-7. ChangeOrder FOIMM ........ooooiiiiiiiiiieee e 87
Attachment D-7.a ChangeOrder Attachment ... icccccc e, 38
Attachment D-8. Public Entity Crime Statement...........ooooviiiiiiiiiiiiice e 89
Attachment D-9. Sworn Statement Under Ordinance No. 0:2990Monroe County, Florida...90

Attachment D-10.Non-Collusion Affidavit ............cccoeiiiiiiiiiieeee e 91
Attachment D-11. Drug-free Workplace FOrm ............ooovmiiiiiiiiiiiee e 92
Attachment D-12. Vendor Cerification Regarding Scrutinized CompaniesLists............... 93
Attachment E-1. Monroe County Procurement Form (purchasever 10,000.00).............. 95
Attachment E-2. Monroe County Procurement Form (purchaseover $50,000.00............... 97
Attachment E-3. Entity ChecCKIiSt............oooriiiiiire e 98
Attachment E-4. Disaster Requestor PUIChase............ooooiiiiiiiiiemn e 99
Attachment E-5. DisasterAudit Slips THIS FORM IS NO LONGER USED ...........cevvrvruunnnnnnnsmmmeennnns 100
Minority Owned BusiNneSSDECIaration ............ooouuiiiiiiiiieeee e 101
Appendix A Anti-Lobbying Certification FOrmM ..., 102
Exhibit A Sample 15 Notice of Intended Decision foiConstruction Bids........................... 105
Exhibit A Sample 28 Notice of Intended Decision for RFP£ RFQSs............ccccccccieeeennee. 106

Page3 of 106



MISSION STATEMENT
Purchasing Section Monroe County Administrative Services

Our mission is to provide qualifyurchasing and contracting support to all county departments in
a timely, cost effective and professional manner. As purchasing professionals:

1 We follow a strict Code of Ethics, avoiding the appearance of and preventing the
opportunity forfavoritism.

1 Weseek to maximize the purchasing power of the public funds, while promoting fair and
opencompetition.

1 We strive to create a work environment that demonstrates teamwork, respect, iatebrity
honestcommunication.

CHAPTER 1. INTRODUCTION

The purpose ofite County’s Purchasing Policy (Policy)
of County public works and in the expenditure of County funds for services, materials, supplies,
and equipment. The Policy is intended to promote actual, honest and effectipetition and

protect the taxpayers from collusive contracts, favoritism, fraud, extravagance, and improvidence.
The policies and procedures outlined herein are governed by Florida Statutes and Monroe County
Ordinancesimostof whicharecodifiedin theMonroeCountyCode(MCC), mostrecentlyin effect.

CHAPTER 2. AUTHORITY & DUTIES

A. Board of CountyCommissiones

The Procurement Policy Office consists of the Monroe County Board of County Commissioners
which is hereinafter referred to as the BOCC.

1. The BOCC shall decide all matters of policy including those referred to it by the Chief
ProcuremenOfficer.

2. No contractfor goodsor servicesmaybeawardedvithouttheapprovalbftheBOCC,unless
authorized by MCC or thiBolicy.

B. County Administrator

1. TheCounty Administrator is the Chief Procurement Officer and shall have the authority and
responsibility to adopt administrative instructions for the procurement of supplies, services,
and constructionin accordancevith policy adoptedby the BOCC. The purpacse of such
administrativanstructionshallbeto clarify or refinethe provisionsof the Countycode on
purchasing and/or the Purchasing Policies and Procedures. In the event of any
inconsistencies, the County Code provisions shall prevail over PolicieBraceduresie
Policies and Procedures shall prevail over Administratisguctions.

2. The County Administrator has contract approval authority as set forth in Monroe County
Code Sectio2-58.
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Budget and Finance Department

There is a Purchasin@ffice (also referred to as the Purchasing Departmeith)in the
Budget and FinancBepartment. The Directaf the Budget and Finan&@epartmenshall
headthe PurchasingSectionand in such capacity be additionally referred to as the
Purchasindirector.

The Purchasing Director, with the approval of the County Administrator, may originate or
modify a Monroe County Administrative Instruction that delineates specific procdédures
governing the procurement process as defined by County Ordinance dpalittyis

The duties of the Purchasi@ffice are agollows:

)] Assures that supplies used by various departments will be uniform whenever
consistent with operational goals andhe interest of efficiency or economy. The
Requesting Department must justify in writing the need for a special tyfsof

(9)] Makes alternative suggestions to the Requesting Department if requested
specificationgvould restrictcompetitionor otherwi precludehe mosteconomical
purchase of the required items. In case of disagreement as to the content of the
specifications, the County Administrator shall make the fieatrmination.

© Seeks purchases through State, Federal Agencies, Associationghar o
governmental agencies if the Requesting Department makes a request for same and
such purchases may be in the best interest @ tlmty.

@ Reviews all request for purchases of goods and services. Upon review and receipt
of a request to purchase frommetRequesting Department, tRarchasingOffice
will issuethepurchaserderincludingtherequesfor purchaséf the purchases for
$1,000.01 or more or is approved by the BOCC. In the event of an irregularity or
departurdrom Policy,thepurchaserderwill bereferredto thePurchasindirector
or CountyAdministrator.

© The Purchasin@ffice will post procurement opportunities on DemandStar. In the
event a department maintains a list of potential bidders/proposers (with email
address) that list should be provided to fPgrchasingOffice for upload to
DemandStar.

® Checks convicted/sypended vendor list prior to issuance of ataililation.

© Tabulates the responses to RFBs and submit the tabulation to the Requesting
Departmentor determinatiorof thelow bidder.Whenoneor morebidderspropose
analternativeas” aenq u @ thdtspecifiedin thecompetitivesolicitation,whether
the proposed substitution is, in fact, an equal is to be determined by the Requesting
DepartmentAll othercompetitivesolicitationsresponseseceivedwill belistedand
submitted to the Requestibgpartment.

() Reviews all requests for contracts for goods and services prior to submission to the
BOCC for review aneéxecution.
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0) Issuespurchaseordersin responsdo requestto purchaseaunlessthe item is below
$1,000.01 dollar value or thpurchase has been made through a competitive
solicitation which has been approved by the BOCC.

RequestingDepartment

Must submit aRequisition through the financg/stemto the Purchasin@ffice for all
purchases of goods and services that exgégi00.00.

Provides adequate description of needed items so the Purcl@iiog can assist in
preparing specifications to procure the desired items aselaices.

Provides written justification for toghespeci
Purchasing Officéo evaluate the request for any such commodity, servicguce. Once
approved by the Purchasing Officdie BOCC, County Administrator or Director of
Purchasingnayapproveatthe appropriatéevel of purchasinguthority.

Ensureghatinternalcontrolsarepresenwithin thedepartmenthatinclude,ata minimum,
thattherearea minimumof two peopleinvolvedin theinitiation of theRequesto Purchase
throughtheverificationof receiptof goodsor serviceswith apersomtherthantheonewho

orders the item verifying receipt by signing the invoice, bill of lading or other similar
documentForgoodsthatarepurchasedh anyindividual purchaserderfor whichthetotal
dollaramountequalsor exceed$2,500,nternalcontrolsshouldbeincreaseetitherthrough
additional employees involved in the process and/or through documentation of the receipt
and application of thgoods.

Secur es Ppurthasesmaderduriag ah emergency and must ensure that P.O.s are
signed by the required authority. Provides the E.O.C. with a list of P.O. numbers to be
utilized in the event that the normal County operationslaszd.

The Requesting Department mustrqaete aSupplier Request ithe finance systerand

provide a “ WO ” of8” “Wor foreign corporations. T
responsible for verifying thahenewsupplieris set upwith thecorrectsupplierinformation

in the finance system. Wherer there is a change of tseppliername, a nevwsupplier
Requesimust be submitteth the finance systertnat includes the old name and Supplier

ID in the commentsal ong wi t h-91 A eew Suppher IDWill be assigned

NOTE: Internal Revenue 8ace regulations require that teappliername (payee) on the

check must exactly match the name shown on the invoice; contract (if there is a contract);
Supplier Invoice RequestV-9; andSupplier Request in the finance system

All Task Orders mustbeervi ewed and approved by the Cou
execution and shall be otherwise treated as a contract. When a contractor or consultant is
contractedo performwork pursuanto aTaskOrder,the TaskOrdershallbeconsideredn
independent contract in relation to, but separate from, an existing principal contract when
determining the total cumulative value of $50,000.00. Any Task Order that ih&ess

$50,000.00 may be approved and executed according to the Signatory Aythmritied

in 2.G and Monroe County Code Sectiecb& Any Task Order for individuabnstruction

or consultant services that is $50,000.00 or more must go to the Board of County
Commi ssioners as a Boaragpromgenda item for t
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E. Delegation of Authority

Subject to the limitations of these policies and any additional procedures imposed, the County
Administrator or the Purchasing Director may delegate authority when and where such action is

deemed necessary.

F. PurchasingAuthority

Purchasing Authority is defined as signature verification of original invoicing for receipt of the
ordered goods or services for payment by Purchase CBdpplier Invoice Requesbr other

fiscal documents.

1. In order to ensure proper fiscal calt purchasing authority shall be limited to the
County Administrator, Assistant County Administrators, Purchasing Director, and

Department Directors, unless a designee is approved and authorized by the County

Administrator, Assistant County Administrasoor Purchasing Director. The County
Administrator, Assistant County Administrators and Purchasing Director shall have

authority to sign requests to purchase up to $49,999.99. Department Directors shall sign

off on all purchase orders and shall have aityhdo sign purchase orders up to
$19,999.99 without the Administrator or Assistant Administratsignatures. Requests
for Purchasing Authority are submitted using the Monroe County Purchasing
Authorization Form (Attachmeim.1)

PURCHASING LEVELS
FOR TOTAL DOLLAR
AMOUNT

WHAT TO DO?

PURCHASING AUTHORITY
(WHO APPROVES/PAYS)

$.01- $1,000.00

Purchase Order not required

Department Director or their
designees

$1,000.01- $5,000.00

Requireghe Requesting Department to
submit a Requisition in the finance system
Purchasing.Price reasonableness
documentation is required to be maintained O
the Requesting Department.

Department Director or designees|

$5,000.01- $9,999.99

Requireghe Requesting Departmentdobmit a|
Requisition in the finance systeim Purchasing
along withdocumentation of price
reasonableness justificatiomhich can include
two (2) or morgrice quotes written
documentation ofelephonecalls, emails to
suppliers, ointernet research

Department Director or designee

$10,000.00 $19,999.99

Requireghe Requesting Department to
submit a Requisition in the finance system
Purchasingalong with three (3) or more price
quotes.

Department Director authorized fof
purchases 0$10,000.01 and
above. (Designee allowed for

purchases up to $10,000.00 only.

$20,000.00 $49,999.99

Requireghe Requesting Department to
submit a Requisition in the finance systam
Purchasingalong with three (3) or more price
quotes.

County Administrator, Assistant
County Administrator or
Purchasing Director

$50,000.00 AND OVER

Competitive Bid process
BOCC prior approval required. Governed by
County ordinance, as supplemented by the

Purchasing Policies and Procedures Manual.

BOCC

2. Il f t he

County

Admi ni

strator

or Pur chasi

ng

best interests, the requirements for three or more quotes or competitive solicitation may be
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requiredfor purchasinggoodsor servicesat alower level of procurementequirementshan

shown in the chartThe Requesting Department should utilize price qudtdephone,or

internet research to document price reasonableness. When the goods or services are procured
through Cooperative Purchasing Agreement®tber competitive solicitation methods, price
guotes are not required by the Requesting Department. When obtaining price tipaotes,
Requesting Department must diligently seek to obtain quotes and such efforts should be
documentedby noting callsandemals etc.)andprovidedto the Purchasingffice in the event

that an adequate number of response are not
d i r e cettibcationsthat his/her department has made all efforts to comply with the Policy. If
the Requesting Department, after exercising due diligent and good faith effort to obtain two or
moresaidquotesdoesnotreceiveanadequat@umberof responseom contractor®rvendors it

may eitherseekto havethe Boardwaive Policy in this regardor the Director of the Requesting
Departmenimay certify in writing he/shehasverified his/herd e p a r t diligemcéahdeffort

to obtain the required pricquotes, and represents to the Purchasing Department that the
department is otherwise justified in proceeding withpilnehase.

3. A contract may not be split into multiple contracts for services, goods or public
improvement for the purposes of evading tleguirements of this section. Where a
procurement of services, goods or public improvement are cyclical in nature or have to be
procured in phases, the Requesting Department shall, to the maximum extent practicable,
contract for the full scope of the semjgood or public improvement based oreatimate
of the full scope of service, good or public improvement anticipated to be required at the
time of bidding. For purposes of this section when consecutive multiple contracts for
servicesgoodsor publicimprovemengreissuedecaus¢hefull scopeof theservice good
or publicimprovementareunknownor cannotbe determinedr is afunctionof thefunding
source (e.g. grant funding is only available for a portion and further grant funding is
unknown) or as a result of other agency requirements (e.g. sewer connection notices), such
contractsshallnot be consideredissplit andeachcontractshallstandalonefor purpose®f
purchasing levetlassification.

4. Thefollowing purchase¢hresholdshallbeappliedto all purchasebasednthecumulative
valueof thepurchaseegardles®f whetherthe purchasés a onetime, oneevent,purchase
or a recurring, multiple event purchase which may exceednaclZhperiod.

5. The actual amountfdhe invoice, bill of lading or similar document shall not exceed the
purchase order amount by more ti2886.

6. The Purchasing Department may reissdeuechase Ordemnder a new numbewithout
submitting a Requisitiomvhen a technical situation is causing an issue withexigting
Purchase Order.

G. Signature Authority forAgreements

SignatureAuthority is definedasauthorityto executeagreements/contraats leasesvherethetotal
cumulative value is less than $50,030.The Board hereby approves, authorizes, and delégates

the County Administrator (or his designee) threshold approval signature authority to execute
contractsagreementsr leasesassetforth herein.Only theBOCChastheauthorityto approveand

enter into multiyear agreements and to obligate funds based on budget appropriation approval,
excepthatthe CountyAdministratorhastheauthorityto executanulti-yearagreementsnly when

the total cumulative contract amount is less than $50,000\0@n the County Administrator
appoints a designee, it shall be dame¢he form of a written memo signed or initialed by the County
Administrator and sent to the Clerk of Court and shall identify the date or dates in which the designee
is authorizedo actontheCountyA d mi n i sbehalalftthe delegatiorof authority isfor morethan
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30 consecutive calendar days, the County Administrator shall issue an updated memo on a quarterly
basisIf theCountyAdministratorauthorizesa persorto actasadesigneesuchpersorshallcomply
with Section 112.3145, Florida Statutes and the financial disclosure requirements seéfenth

The County Administrator (or his designee) is responsible for assuring the following: An
understandingf whatis beingapprovedtheinformationandsupportingdocumentatiofs accurate

and complete; the transaction is allowable, reasonable and justified; the transaction is charged to
the correct project(s); there are adequate funds to cover the expense; and itige Jouacte is
appropriate for the expenditure. The Requesting Department shall provide a corGpletestt
Summary Form for contracts less than $50,000.8@e( Attachment D)5to the County
Administrator along with the contract/agreement or lease twbsidered for execution by the
CountyAdministrator.

Al | contracts/ agreements or | eases wil/ be ir
prior to execution. The County Attorney may require approval or ratification of an agreement by
theBOCC.

All executed agreements/contracts or leases must be furnished to the Clerk for record keeping and
retention purposes.

Contract amendments/contract extensiornis Contract amendments which provide for the
alterationof specificationsextension®f delivery datesandperformancédime or similar provisions

of a contract without changing the scope of the project, may be approved by the County
Administrator (or his designee) if the total cumulative value of the contract including the
amendment is less th&60,000.00.

Contract Extensions The County Administrator (or his designee) shall have the authority to
execute extension(s) that do not exceed six months (cumulatively) of previously approved
contracts. If the extension is for more than six (6) months, tthee extension must be approved by

the BOCC.

Contract Renewal TheCountyAdministrator(or his designeeyhallhavetheauthorityto execute
renewals of contracts for commodities and/or services subject to the folloavidgions:

1. Thecontractohasperformedn asatisfactorymannemandthatthe contractmanagehas
received a request to renew from the contractor and that the contract manager has
verified satisfactorperformance.

2. The BOCC approved agreement provided foremewal subject to the terms and
conditions set forth in the initial contract. Cost and term modifications must be
addressed in the original solicitation document and/or resultingact.

3. Therenewalis donefor a setperiodof time identifiedin thesolicitation and/orcontract,
commencing at the end of the initial term of toatract.

The Contract Manager of the Requesting Department shall provide a contietedctRenewal
Form for contracts less than $50,000(Bke Attachment D.Gr) addition to the&CountySummary
Form for contracts less than $50,000.(Bee Attachment D.5) the County Administrator along
with the renewal agreement to be considered for execution by the Gaimtgistrator.
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Renewals that failo meet one or more of the conditions set forth herein will require the approval
of the BOCC.

Consent to Assignments: Interlocal Agreements (ILA) or Memorandum of Understandings
(MOU): TheBOCCshallapproveall assignmentsf contract(s)andILAs or MOUs with aPublic

Agency as defined in F.$63.01.
H. Local Preference

It is the policy of Monroe County to provide a local preference in competitive bidding and in
obtaining price quotes when required by this Policy. The intent and justification fodimga

local preference is set forth in Sectior829 of the Monroe County Code. A local business, as
defined in Section-349, may also be given a preference of five percent (5%) in obtaining price
guotes when pricing is the major consideration and whiea guotes are required by this Policy.

l. Non-discrimination

It is the policy of Monroe County to provide equal opportunity to all qualified persons in gaining
entry to do business with the County. To help achieve an optimum lesghgietitiveness, Monroe
Countydoesnotdiscriminateonthebasisof race,color,sex,nationalorigin, religion,age, ancestry,
sexual orientation, gender identity or expression, familial status or disability in its purchase of goods
andservices.

J. Paymern DisputeResolution

The purpose of this procedure is to ensure the prompt review and payraneoflor invoices

and if a dispute arises regarding a vendor invoice, a procedure for the prompt resolution of the
dispute. Payment of invoices for wonperformed for Monroe County Board of County
Commissioners (County) is made in accordance with Section 218.70, et. seq., Florida Statutes, the
Local Government Prompt Payment Act. This procedure will apply to any payment dispute
betweerthe Countyandacontractoror vendor(bothreferredto as“ v e n dndhis settion)over

the County’s nonpayment of a payment request
resolutionprocedurerescribedn thecontract.

If the invoice reviewed is determined to hecompliance with the terms of the contract or purchase
order that governs payment, the invoice shal/l
payment.

Dispute Resolution Procedure

1 If an improper invoice is submitted by a vendor, Monroe Coshil notify a vendor in
writing within ten (10) days after receipt of an improper invoice, that the invoice is improper.
The notice should indicate what corrective action on the part of the vendor is needed to make
the payment request or invoice propEre vendor should take correctivetian and resubmit
a Proper |l nvoice to the County. The vendor
Requesting Department to validate their invoice and receive a sign off from that entity that
would indicate that the invoice in question is in accordance with the terms and conditions of
the agreement. Once sign off is obtained, the vendor should then resubmit the invoice as a
“Corrected I nvoice” to the RequeattimairpofDepart
a Propetnvoice.
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a. Requesting Department for this purpose is defined as the County department for whom the
work isperformed.

b. Proper Invoice for this purpose is defined as an invoice submitted for work performed that
meets prior agreed op terms or conditions to the satisfaction of Monroe County and in
accordancevith Sec.218.72 FloridaStatutes.

Should a dispute result between the vendor and the County over payment of a paguoesht

or aninvoice,thenthevendorshouldsubmittheirnoticeof disputein writing to the Requesting
DepartmentThe Requestindepartmenshouldacknowledgeeceiptof thev e n d rmticéos
disputeandprovidethevendorwith theC o u n disputesesolutionprocedurdoy mail or email,

if available. Each Requesting Department shall assign a representative who shall act as a
“Di sMan & goeesdlvetheissueatdepartmentdevel.

The Dispute Manager shall investigate the dispute and document the steps taken ttheesolve
issue.The Dispute Manager should, as part of mikep investigation ascertain if the work, for
which the payment request or invoice has bee
satisfaction and duly accepted by the Proper Authority. Proper Authoritihis purpose is

defined as the Monroe County representative who is designated as the approving authority for
the work performed in the contractdalcument.

Dispute resolution procedures shall be commenced no later thaififer(¢5) days after the

date on which the payment request or invoice was received by Monroe County and shall not
extend beyond sixty (60) days. The Dispute Manager must complete the investigation and
furnish a written determination to thvendor.

If the vendor is not satisfiedtvih t he Di spute Manager’'s resol u
Administratoror his or her designee shall be the final arbiter in resolving the issue and will

issue theifinal decision in writing within sixty (60) days after the date on withapayment

requesbr invoice wasreceivedoy MonroeCounty

If the County does not commence the dispute resolution procedure within the time frame as

set forth above and in accordance with F.S. 218.76, a vendor may give written notice to the
County of the failure téimely commence its dispute resolution procedure. If the Cdaitsy

to commence the dispute resolution process within 4 business days after such notice, any
amount resolved in the contractor’ s sécavor s
218.735(9)from thedatethepaymentequesbr invoicecontainingthedisputedamountsvas

submitted to the County. If the dispute resolution procedure is not commenced within 4
businesslaysafterthenotice,theobjectionto thepaymentequesbr invoiceshallbedeemed

waived as per F.S. 218.76(2)(b). This waiver of an objection pursuant to this paragraph does

not relieve a contractor of its contractoaligations.

Monroe County Dispute Resolution Procedures shall not be subject to Chapteir th20
Florida Statutes. The procedures shall also, per section 218.76, Florida Statutes, not be
intended as an administrative proceeding which would prohibit a court from rulingagain
anyactionresultingfrom thedispute.

Should the dispute bee s ol ved i n the County’s favor inte
(15) days after the final decision made by the County. Should the dispute be resolved in the
vendor’'s favor the County shall pague.i nt erest
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For any legal action to recover any fees due because of the application of sections 218.70 et.
seq., Florida Statutes, an award shall be made to cover court costs and reasonable attorney
fees, including those fees incurred as a result of an appeat, poetvailing party.

CHAPTER 3. COMPETITIVE SOLICITATION PROCESS

Any purchase or contract estimated to cost $50,000.00 or greater shall be awarded by competitive
solicitation,unlesshe purchaser contractis for goodsandservicesassetforth in MonroeCounty

Code Section -847(e)(2), (e)(3) and (e)(5) and is otherwise authorized by the BOCC and in
compliance with the requirements of this Polidjie Requesting Department must obtain prior
BOCC approval to solicit and advertise for competitivaecgations unless it is a previously
approved project as set forth in the Purchasing Policy.

A. Notice Inviting CompetitiveSolicitations

1 Specifications: The Requesting Department must prepare competitive solicitation
specifications, along with Memorandm of Request for Competitive Solicitatiofsee
Attachment A ') , and deliver simultaneously to th

obtain prior legal review/approval prior to submission to the Purchasing Office. Competitive
Solicitation specificationshould be written broadly enough to encourage a broad range of
responses. Competitialicitationspecificationsshouldnot be written to steerprospective
responders toward the competitive solicita
one prticularvendor.All responders shall submit a minimum of one (1) digitally signed
original for retention by the Purchasing Department. If the Requesting Department requires
additional originals or copies, or other items specific to the competitivetabbai, please

specify in the Memorandum of Request for Competitive Solicitations and within the
competitive solicitation itself.

It is the responsibility of the Requesting Department to electronically obtain the approved
competitivesolicitation from the reviewing attorney and to ensure that all applicable required
County Forms are included and made a part of their competitive solicitation pursuant to the
current Monroe County Purchasing Policy and Procedures Manual.

The Purchasing filce is responsible for the submission of approved competitive
solicitations, Notice(s) of Request for Competitive Solicitations and related Addenda,
suppl ement al supplier’s Il i st s, or ot her r
DemandStar for péisg and electronic distribution

2. Legal Review and Approval: The County Attorney’s Office
solicitations for legal sufficiency prior to assignment of an opening date by Purchasing,
unless otherwise agreed to by both Purchaaimgd t he County Attor ne)
responsibility of the Requesting Department to forward their proposed competitive
solicitation electronically to the County /
a Memorandum of Request for Compeg¢ Solicitations

The assigned reviewing attorney will coordinate directly with the contact person named in
the Memorandum during their review. If corrections/revisions are needed, the reviewing
attorney will, at their option, either coordinate dirgetiith the contact person to accomplish
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the necessary changes or return the competitive solicitation and Memorandum to the
Requesting Department to make the necessary revisions -asdbrait to the reviewing
attorney for final review and approval.

Once the reviewing attorney has approved the competitive solicitation, the reviewing
attorney will sign and date the Memorandum received with the competitive solicitation to
document approval and to initiate publication of the Notice of Request for Competitive
Solicitaton The County Attorney’s Office wildl n c
approval of the competitive solicitation by the reviewing attorelegtronically It is the
responsibility of the Requesting Department to obtain the approved compsditoration

from the reviewing attorney

Advertisement.  Following legal approval by the reviewing attorney, the County
Attorney’s Office wildl obtain an assigned
Attorney’s Office wild.l prepare and transmi
publication oneitme in the Key West Citizen, as the local newspaper qualifying under
Florida Statutes Chapter 50.031, and, per BOCC direction one time in the Lower Keys
(News Barometer), Middle Keys and Upper Keys (Keys Weekly) area newspapers. The
Notice of competitive®! i ci t ati on shall al so be posted
Notice of Request for Competitive Solicitatismttached asttachment B.a. and B.b.

Foll owing transmittal of the Notice to the
requesting publicati on, the County Attorn
Memorandum to the Requesting Department. It is the responsibility of the Requesting
Department to emaibmb-purchasing@monroecounfygov: 1) the executed original
Memorandum of Request for Competitive Solicitatidhs copy of the final approved
competitive solicitation (inpdf format) and the Notice (as it will publish and in Word

format), in time for the competitive solicitation to be uploaded to Demandstar prior to first
publication of the Notice in the newspapers.

The executed Memorandum and its attachments must beaddrithe Purchasing Office
allowing adequate time for Purchasing to upload the competitive solicitation and Notice
onto Demandstar for viewing upon first publication of the Notice in the newspapers.

The notice shall also be publicly posted by the PugidgaOffice in a consistent public
location at least twentgne (21) days preceding the last day established for the receipt of
competitive solicitations. The Purchasing Office will be responsible for ensuring all
competitive solicitation documents are agadled to DemandStar for distribution.

The competitive solicitation notices shall comply with any applicable statutes and the
following shall also apply:

a The competitive solicitations for services, goods or public works that are
projected to cost $100,0@® or less must be publicly advertised in a
newspaper of general circulation in the county, on a date that is no later than
21 days (excluding the publication date) before the date established for the
competitive solicitation opening and that is no |#tan five days before any
pre-bid conference or prproposakonference.

b) The competitive solicitations for services, goods or public works, that are
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projected to cost more than $100,000 but less than $500,000 must be publicly
advertised in a newspapergsneral circulation in the county, on a date that

is no less than 30 days (excluding the publication date) before the date
established for the competitive solicitation opening and that is no later than

five (5) days before any pi@d or preproposakonfaence.

0 The competitive solicitations for services, goods or public works that are
projected to cost $500,000.00 or more must be publicly advertised in a
newspaper of general circulation in the County, on a date that is no later than
45 days (excluding thpublication date) before the date established for the
for the competitive solicitatioopening.

In addition, Notice shall also be publicly posted by the Purchasing Office in a
consistent public location for the same time periods shown above.

Scope of NoticeThe public notice required herein shall include a general description of
the articles to be purchased or sold, shall state where competitive solicitation instructions
and specifications may be secured, and the time and place for opemmgtitive
solicitations. SampleNotice of Request for Competitive Solicitaties attached as
Attachment B

All competitivesolicitationsreceivedmustremainvalid for a minimum period of ninety
(90) days from the competitive solicitation opening.

All competitive solicitation openings agenerallyheld on Tuesday, Wednesday or Thursday

at 3:00 p. m. The Purchasing office, i n con
set opening and advertising dates. No responses will be accepted affedified date and

time of opening.

Bid Security Deposit:

Construction Projects.

Each bid to a competitive solicitation for a construction project estimated to be $200,000.00
or moremustbeaccompanietdy agoodfaith bid securityin anamountequalto five percent

(5%) of the bid price, by way of a bid bond from a surety insurer authorized to do business
in Florida as a surety or any method permitted in Section 255.051, Florida Statutes and as
amended, pursuant to Monroe County Code Sectid#i7g). If the security is in the form

of a check or draft, it shall be made payable to Monroe County BOCC. The County
Administrator or his designee shall have discretion to require a good faith bid security for
constructiomprojectsestimatedo belessthan$200,000.00A constructiorprojectmaynot

be divided into subparts to avoid the requirement of thedzdrity.

Water System or Sewer Improvements
Each bid to a competitive solicitation for construction of water system improvements or

sewernimprovements shall comply with sections 153.10(3) and (4), Florida Statutes and as
amended.

Bid Security Forfeiture and Return.
Bid securities may remain in the custody of the County OMB for up to 90 days from the bid

opening date or until forfeited oeleased. The bid security of the successful bidder shall be
returned to the bidder after (a) the bidder executes the contract (b) delivers a good and
sufficient performance bond, payment bond and required proof of insurance as may be
required in the cdamact documents and (c) commences performance of the contract. If after
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the BOCC accepts the bid to a competitive solicitation the successful bidder refuses or is
unable to execute the contract, to provide the required contract bonds or proof of insurance,
or commence performance, then the bid security will be forfeited to, and become the
property of, the county as oflbargpinat ed damage

The bid security of unsuccessful bidders may be returned to the bidder when the award of
bid is made and the successful bidder executes the contract, or if all bids have been rejected.
Bid securities in the County’s possession
shall be returned to unsuccessful bidders in accordaiticdlonroe County Code Section
2-347(i).

Bidders may withdraw their bid and request, in writing, an earlier return of their bid security
under the conditions set forth in Monroe County Code Secti®472i)(1); however, this
action removes the bidder from fiaer consideration should the lower bidders decline the
award or withdraw their bids.

Addenda: An addendum to a specificatishall be defined as an addition or change in the
already prepared specifications for which an invitation has been mailed foalform
guotations or an announcement has been posted for compstitaeation.

a) All Addendamustbeapprovedy bothlegalandtheRequestindepartment
prior to submission to the Purchasing for posting on Demandstar. An
Approvalto IssueAddenduntorm (See AttachmenB.1) mustbeoriginally
executed by the reviewing attorney and the Department Director of the
Requesting Department. The execufggproval to Issue Addendum Form
must be attached to the Addenda upon receipt by Purchasing for execution
by the Purchasing Director or dgsee. The executed origindpproval to
Issue Addendum Formmust be retained with the related competitive
solicitation in Purchasing. The addendum shall clearly point out any addition
or change to thepecifications.

Addenda must be posted and availableviewing on Demandstar no later
than five (5) business days prior to the advertised opening (not counting the
day of the opening) and/or in compliance with any other applicable
requirements unigue to each competitive solicitation.

b) The Purchasing Office ali be responsible for notifying all prospective
responders who have received specifications of any issued addenda in
writing five (5) calendar days prior to the competitive solicitation opening
date. Specifications and addenda in the possession of ttieaBung Office
arecontrolling.

0 Each responder shall examialé competitivesolicitation documents and

shall judge all matters relating to the adequacy and accuracy of such
documents. Any inquiries, suggestions, or requests concerning
interpretation, clarification, or additional information pertaining to the
competitive solicitation shall be made to the Requesting Department. The
issuance of a written addendum is the only official method whereby
interpretation, clarification or additiah information can be given. If any
addenda are issued, Monroe County will attempt to notify all prospective
responders who have secured the same.
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Procedure for Competitiv&olicitation

All publicnoticescalling for competitivesolicitationbids, proposls,or replieswill include
a notification of the date, time and place that the responses will be accepted and opened.
Any andall responseseceivedafterthetime anddateof acceptancwiill notbeconsidered.

All responses shall be opened by tharchasing Office in accordance with the Notice of
Competitive SolicitationThe Purchasing Officeill tabulateresults, and provide the results

to the Requesting Department along with all responses received to the competitive
solicitation.

All competitive solicitations shall remain valid for a minimum period od@gs.

ThePurchasingffice is the designated authorityrfieetentiorandshallreceivein electronic
formatall publishecdcompetitive solicitations)oticesaddendalNoticeof Intendedecision,

the Agendaltem Summaryand attachments relating to the solicitation and award of the
contract, prebid meeting sign in sheet(s), selection committee meeting sign in sheet(s),
scoring sheet(s)s and ranking sheet(s); and related comgatiticitation documentation
pursuant to the Florida Department of State General Records Schedu&l G&1State

and Local Government Agencies, applicable local and statutory regulations and any other
regulations that may apply.

All Respondents submiitiy responses for construction, improvement, remodelingpair
of public buildings, will furnish evidence that they hold the required and/or appropriate
current certificate or registration per Ch. 489.131 F.S. unless exempt under Ch. 489.103 F.S.

All openings shall be open to the public and the Purchasing Office shall certify and keep a
record of said openings. The bid openings will be held in accordance with the Notice of
Competitive Solicitation, which may provide for members of the public ématirtually.

A comprehensiveeviewof theresponsewill beconductedy theRequestingdepartment.
The Purchasing Office will prepare a tabulation of the competitive solicitation oering
certify whetheror notany of therespondentthathavesubnitted arespons@appear®nthe
State of Florida Convicted or Suspended Veridbr

The Requesting Department shall review the information submitted pursuant to MCC
Section 2347(h) in determining a responsible responder. The Department
Director/Requesting Department may consult with the County Attorney or other
departments to assist with the evaluation or investigation ahfioisnation.

a) The Requesting Department may use a selection committee appointed by the
Department Director to veew, analyze, evaluate and rank/rate the applicable
solicitation responses received and report their findings to the B®CC
consideration and approval. In the event a selection committee is to be used, the
solicitation shall so specify

Selection committees shall be comprised of no less than three (3), and no more than
seven (7), members.

Each selection committee shall have at least one member who is employed by the
Requesting Department and at least one member who is not employgé by
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10.

1.

Requesting Department. Depending on the extent of technical information that may
be contained in any solicitation, the Department Director may appoint several
memberdgrom his departmenthbutno morethan2/3 of themembersnaybefrom the

same departemt. There shall be no consultants contracted by the County and no
County Commissioners on a selection committee. Generally, no County Attorney
shall be a voting member of a selecti
office is the RequestinDepartmat.

If the issue(s) involve any other government agency, the Department Director may
appoint someone from an affected agency to be on the committee.

b) Should a selection committee be formed, the following documents must be sent to
the Purchasing Departmentelectronidformat:

1) Sigrin sheet(s) for Selection Committee meetihgkl

2) Individual score sheets for each committeEmber

3) Ranking sheet that documents all the scores for each Respondent, by
committeemember

0 A copy of the Notice ofntended Decision (Samples are attached as Exhibit A) or
similar document must be sent to the Purchasing Department to be posted on
DemandStar.

A BOCCmeetingagendatem shallbepreparedy theRequestindgpepartmenandattached

to the recommended bidn electronic file of the agenda item summary sheet and all
documents attached to that agenda item should be forwarded to the Purchasing Office after
the BOCC has approved the item to be retained in the competitive solicitigtion

Upon approval by th€ounty Administrator, the response(s) will be submitted for BOCC
consideration on a future regular meeting agenda (within sixty (60) calendar days of
selection) for BOCC approval of an award. A copy of the agenda item seeking approval of
an award shall bgent to the Purchasing Office \@anail.

The County Administrator and/or appropriate Department Director will be responsible for
presenting recommendations to B@CC.

OncetheBOCChasmadeadecisiontheRequestinddepartmenDirectoror thedesignated
contract manager will be responsible for ensuring the accomplishment of that which was
approved and issuing a P.O. for the full contract purcasint.

When the BOCC directs staff to provide for oral presentations to be madmompatitive
solicitation, all the procedures in F.S. 286.0113, F.S. 119.07(1) and Section 24(a), Art I. of
the State Constitution shalbntrol.
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C. Tie Responses

Except where prohibited by federally funded contracts, in the event the camegetitive
solicitation amounts are received from two or more responders who are considered by the BOCC
to beequallyqualifiedandresponsiver whentwo or moreresponderareequalin rankandscore,

and only one of the responders hasiacipal place of business in Monroe County, FL, the award
shall be to the responder who has a principal place of business located in Monroe County, FL.
Otherwise, the tie will be resolved by draw from an opaqumrainer.

D. Rejection ofResponses

1 The BOCCshall have the authority to reject any and all responses to a competitive
solicitationrequest.

2. If the lowest, responsible response exceeds the budgeted amount and the BOCC does not
appropriate additional funds, the requesting authority may solicit aggrom theBOCC
1) to amend the project specifications andhdwertise the competitive solicitation or 2) to
reduce the scope of the project and negotiate a contract for a portion of the project
specifications with the lowest responsive bidder araldrestise a competitive solicitation
for the remaining work when, and if, funding becoraesilable.

3. If no response is received, the BOCC may be requested to authorize the County
Administrator to undertake a different level of competitive selection, includutgnot
limited to a request for letters of interest, and, upon receipt of any response to get approval
fromtheBOCCto proceedvith asecondnechanismwhichmayincludedirectnegotiations
to purchase the item/service. The BOCC would twrsider the results of said negotiations
and determine whether acquisition of these goods or servicesnaigibieated price would
be in the County’s bestrequisiiadner est, and i f

4. Late responses. Any and all responses received thi time and date of acceptance will
not beaccepted.

E. Waiver oflrregularities

The BOCC shall have the authority to waive any and all irregularities in any and all formal bids,
proposals or other responses to competitive solicitation requests.

F. Award of Contract

The Mayor, when authorized by majority vote of the BOCC, shall execute formal contlaets

at $50,000.00 or more having a binding effect upon the CouRhtye board of county
commissioners' determination as to the following is dismnetly with theboard and is final:
whetherabid is thelowestin price,baseduponthe samecriteriasetforth in subsectior2-347(i)(3)

of the Monroe CountZode;whether a proposal is the highest ranked, with price as a consideration
when applicable; whether a brdriationfrom the county's specification is slight and immaterial or
substantial and material; and whether a response is submitted by a responsivahiespinlder,

as defined in the Monroe County Code.

The board of county commissioners at all times reserves the right to waive variations from the
specifications that do not render a bid nonconforming, to reject all competitive solicitations, re
adverti® for competitive solicitations, or to abandon any project, purchase of goods, or request for
competitive solicitations.
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G. ProtestProcedure

Any Bidder/Respondent/Proposer who claims to be adversely affected by the decision or
intendeddecisionto awarda contractshall submitin writing a noticeof protestwhich must

be received by the Count ytwoAT2) fournce threes(3) Of f i ¢
business days, whichever is less, after the posting of the notice of decisiaanoied
decision on DemandStar or posting of the Notice of Decision or Intended Decision on the
MonroeCountyBoardof CountyC o mmi s s (BOGCgagendawhicheveroccursfirst.
Additionally, aformalwritten protestmustbe submittedn writing andmud bereceivedby

the County At t ortwodA2)hasursOrfthtee B)ebusmess/days prigheo
Boardof CountyC o mmi s s meetmgglatein svhichtheawardof contractby theBoard

of County Commissioners will be heard. The oopportunity to address protest claims is
before the BOCC at the designated public meeting in which the agenda item awarding the
contracts heard.In accordancevith the Rulesof Debateassetforth in the MonroeCounty

Board of County Commissioners Adnsirative Procedures, the
Bidder/Respondent/Proposer that filed the protest is responsible for providing the Clerk
with his/her name and residence prior to the agenda item to award the contracalbezing

in orderto preserveheir opportunityto be heardon this matter.An individual hasthree(3)
minutes to address the Commission and a person representing an organization has five (5)
minutes to address the Commission. The BOCC decision to award the contract is final and
at their sole discretion. Failur® timely protest within the times and in the manner
prescribed herein shall constitute a waiver of the ability to protest the award of contract,
unless the BOCC determines that it is in the best interest of the County toTde $ibing

of a protest shHbnot stop the solicitation, negotiations, or contract award process, unless it
is determined that it is in the best interest of the County smdo

CHAPTER 4. PURCHASE OF PROFESSIONAL SERVICES

A. Definition

A professionaserviceshallbedefinedasassistancebtainedn supportof Countyoperationgrom
an independent contractor in one or more of the following professielus:

1. Appraisal Servicesreal and personal property appraisers (as per Chapter 125.855,

2. Architecture professional engineering, landscape architecture, or registeresiifangling
services (as per Chapter 287.065.).

3. Audit and Accounting Servicesauditors and accountants (excepting the selection of the
annual auditor which shall be conducted asGieapter 11.45:.S.).

4. Consultants planning, management, technological or sciendiicisors.

5. Financial Servicesbond counsel, rating and underwriting, financial adviand,
investmenservices.

6. Legal Services attorneys and legadrofessionals authorized by the Office of the County
Attorney,includingexpertwitnessesconflict counselDivision of AdministrativeHearings
(DOAH) services, lobbying services, investigative services, interpreter services, court
reporting services omaertising services and any other services required by the Offfce

the County Attorney.

7. Medical Services medicine, psychiatry, dental, hospital, and other h@atifessionals.
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B. Methods ofAcquisition

Because differences in price may only be a maomcern compared to qualitative considerations,
professional services may be exempted by the BOCC from the competitive bidding putbesss.
purchasing professional services below $50,000.00, obtaining price quotes as set forth in Chapter
2 of this policyis strongly recommended, but are not required. The Requesting Depastioddt
document why price quotes are not provided. The County Administrator may require competitive
solicitation in the form of an RFQ &FP.

Professional services, subjectttee competitive solicitation process, will be typically acquired
through one of the following methods:

1. Competitive Selection and Negotiatioper Chapter 287.055, (4) & (5) F.S. Consultants
Competitive Negotiations A¢t “ CCNA" ) .

2. Request foQualifications(RFQ).
a) Responding firms are ranked based upon criteria set forth in the RFQ. If
presentations are requested by the County, they will be held in compliance with
F.S.286.0113.

b) The County will negotiate a contract with the firm selectedigyBOCC as the
highest rankedirm/individual.

C) Thenegotiateccontractwill bereviewedandplacedbeforetheBOCCfor approval.

Requests for outside legal services will be referred to the County Administrator and the County
Attorney for review and comme as to whether said services are necessary and/or appropriate.
Requests for outside legal services may be exempted from formal competition by the BeCC at
request of the County Administrator or CouAtyorney.

C. Continuing Contracts
Definition:

A continuing contract is defined as a contract for professional services in accordance with all the
procedures of Florida Statute Sec. 287.055 between the County and a firm whereby the firm
providesprofessionaservicedor professionahrchtects,engineerslandscapingor surveyingand
mapping services for projects in which the estimated construction cost of each individual project
underthecontractdoesnotexceedheamountof Two Million and00/100($2,000,000.00pollars,

or for astudy activity if thefeefor professionaservicedor eachindividual studyunderthecontract
doesnotexceedlrwo HundredThousanand00/100($200,000.00)Dollars,for work of aspecified

nature as outlined in the contract required by the County,thétltontract being for a fixed term

or with no time limitation except that the contract must provide a termination clause. Firms
providing professional services under the continuing contracts shall not be required to bid against
oneanother.
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Competitive Selection of contractors for continuing contracts

Continuing contracts shall be chosen by the competitive selection process. During the selection
processaselectioncommitteeshallrankthe professionaservicecontractorsThe Boardof County
Commissioners shall approve the award of each contract for a general continuing contract. The
numberof contractorgo bechosershallbeatthediscretionof theBoardof CountyCommissioners.

Award of individual contracts to contractors

1. Separad contracts or task orders for each individual project shall be awarded among the
contractors who have been awarded a general continairact.

2. Separateontractor taskordersfor eachindividual projectshallbeapprovedoy the Board
of CountyCommissioners when required under the purchgsatigy.

3. The separate contracts or task orders for each individual project shall be awarded on a

rotating basis beginning with the top ranked professional service contractwrdaimiiing
to the next contrdor in rankecbrder.

4. When the County has identified an appropriate project, County staff shall consult with the
nextrankedcontractorin rotationandshallnegotiatehetermsof a contractfor the specific
individual project. If the County and threext ranked contractor in rotation are unable to
come to agreement as to the terms of a contract, the contractor shall be placed back in
rotation and the staff shall move on to the next ranked contractor in rotation to begin
negotiations, and the proce$sh continue until an agreement canréached.

5. Theorderof rotationmay be changedy the CountyAdministrator,or an AssistantCounty
Administrator, upon written request by the Department documensing one of the
following reasons:

a) If the nextranked contractor is not available within the time required b thaty
for an upcoming project, the contract may be awarded to the next contractor in
rotation who is availablegr

b) If a project requires a particular skill set or expertise which, inig@eation of the
County Administrator or his designee, is more suitable to a contractor who is not
nextrankedin theorderof rotation,the CountyAdministratormayawardtheproject
regardless of rank ordesr

0 If the next ranked contractor has been a&drand is currently working on other
County projects, the contract may be awarded to the next contractor in natagion
is not currently engaged or working on other Coymmbjects.

d In case of emergency, the County is not required to follovotter of rotation in
order to accomplish the necessities of the situation. For purposes of this policy,
emergency shall be defined as in the Monroe County Code at Se@bh(R)(1).

€) When a contractor is not awarded a contract due to the reasonshstagiel that
contractor shall be given the next project in rotation for which he is available and
possesses the requisibepertise.

6. It is the intent of the Board of County Commissioners that the contracts be ranked and
rotated in order of ranking so th#tte award of contracts are distributed among the
contractors and no particular contractor shall be given a contract out of order exitept for
reasons statembove.

7. TheRequestindoepartmenshalldocumenandprovideanexplanation(in theagendatem,
Department Report or other reasonable method) to the Board of County Commissioners
when a contract or task order is $50,000 or more and to be awarded out of therdeked
of rotation.

Page21 of 106



CHAPTER 5 - DESIGN/BUILD CONTRACTS

A.

1.

Procedure

Procurements for the design and construction of public construction projects may be
obtainedhroughasinglecontractwith afirm selectedn amannepermittedunderChapter
287.055, F.S. and the procedures set forth irsgasion.

For the purpose dhis section, the following definitions shalbply:

a) A “design/build firm” means a partner shi
is:

0] Certified under Chapter 489.119, F.S., to engage in contracting through a
certified or registered building conttar as the qualifying agerand,;

(3] Qualified under Chapter 471.023, F.S., to practice or to offer to practice
engineering; certified under Chapter 481.219 F.S., to practice or to offer to
practice architecture; or certified under Chapter 481.319 F.Brattice or
to offer to practice landscajpechitecture.

b) A “design/build contract” means a singl
design and construction of a public construcpooject.

C) A “design <criteria packagieted dawiage 8r conc
specifications of the public construction project. The purpose of the design criteria
package is to furnish sufficient information so as to permit ddsigid firms to
prepare a bid or a response to a Department request for proposalpemit a
Department to enter into negotiated dedigiid contract. The design criteria
package shall specify such performaibesed criteria for the public construction
project, including, but not limited to, the legal description of the site, survey
information concerning the site interior space requirements, material quality
standards, schematic layouts and conceptual design criteria of the project, cost or
budgetestimatesgesignandconstructiorschedulessitedevelopmentequirements,
provisions for utilities, storm water retention and disposal, and parking
requirements, as may be applicable topttogect.

d) A “design criteria professional” means
registratiorunderChapte81F.S.to practicearchitecturer landscapearchitecture
or a firm who holds a current certificate as a registered engineer under SEttion
F.S. to practice engineering and provide professional architect services, landscape
architect services, or engine®y services in connection with the preparation of the
design criteria package.

The design criteria package shall be prepared and sealed by a design criteria professional
employedor retainedby the BOCC. If theBOCCelectsto enterinto a professionakervices
contract for the preparation of the design criteria package, then the design criteria
professional shall be selected and contracted with in accordance with the requirements of
Chapter 287.055 F.S. The design criteria services ofrauirder continuing contract may

also be utilized if the project construction costs are estimated not to exceed $2 million and
provisions for design criteria services are included within or added to such contralts.
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solicitations for préessional services to prepare a design criteria package(s) shall inform
the recipient firms of the following information:

a) A description of th@roject;
b) The work to beperformed;

C) Written notification that the design criteria professional who has beeaoteelto
prepare the design criteria package shall not be eligible to render services under a
designbuild contract executed pursuant to the design criparc&age.

4. Upon completion of the Design Criteria Package, procurements of Design/Build services
shdl be processed in a manner consistent with Chapter 3 Competitive Solidredicess.

5. The BOCC may appoint, direct and empower a technically qualified screening committee
to review, analyze, evaluate and rank/rate the applicable DesignfBogdsals anceport
their findings and recommendations back to the BOCC for consideration and contract
award.

6. The BOCC may declare a public emergency, where appropriate and authorize the using
Department to negotiate an agreement for BOCC approval hdtbesiqualified design
build firm available at thaime.

7. In lieu of the design/build contractor selection procedure described above, the Department
may use a process established by statute and authorized by the BOCC, however, for all
design/build cometitive selection documents the following sladply:

a) Proposals must consist oftachnical proposaland aprice proposal.The two
proposals must be segmented into separate sealed packages anthald&ady

@ The technical proposalmust include allthe information requested in
response to the scope of services described in the design patekage.

(3] The price proposalmust include one lump sum cost for all costs of the
project as defined by the scope of services of the design cpsatkage.

CHAPTER 6 - CONTRACTS/AGREEMENTS
A. ContractReview

1 All contracts, leases and/or agreements of $50,000.00 or more shall be reviewed by Risk
Management, Purchasing/OMB, the appropriate Department Director, and the County
Attorney’' s Of fplaced onpthreiagenda toroBO®C:apprayal. A contract
summary will be attached to each contract/agreement. All agenda item summaries and
contract summaries accompanying agenda items shall be prepared by the Requesting
Department.

2. The Department Director ofnaapproved contract/agreement shall designate a Contract

Manager who shall be responsible for enforcing performance of said contract/agreement
terms anatonditions.
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C.

Requirements

All contracts which bind Monroe County for the purchase ofiseswor tangible personal
property for a period in excess of one (1) fiscal year must have the following statement
included i nMotnhreo ec oOoturnatcyté.s “per f or mance and
contract is contingent upon an annual appropriatigntheB OC C. 0

Public Entity Crime Statemel@ttachmentD.8): All requests for competitive solicitation

and any contract document shall contain a statement which reads as (Bkaotien
287.133 F. S.): “A person or coavicted vender lise wh o
following a convictionfor public entity crime may not submita bid, proposal or replyona
contractto provideanygoodsor servicego a public entity, maynot submita bid, proposal,

or reply on a contract with a public entity thie construction or repair of a pubtigilding

or public work, may not submit bids on leases of real proper@ptablic entity, may not

be awarded or perform work as a contractor, supplier, subcontractor, or consultant under a
contract with anypublic entity, and may not transact business with any public entity in
excess of the threshold amount provided in Section 287.Blbfida Statute,for
CATEGORY TWO for a period of 36 months from the date of being placed on the convicted
vendol i st . ”

Ethics Clause (Attachmem.9): Each contract/agreement entered into by the County shall
contain in accordance with Section 5 (b) Monroe County Ordinance Neld®D the

foll owing ethics c¢cl ause; “(Person oed busin
retained or otherwise had act on his/its behalf any former County officer or employee
subject to the prohibition of Section 2 of Ordinance No-0990 or any County officer

employee in violation of Section 3 @frdinance No. 02199Q For breach oviolation of

this provisionthe Countymay,in its discretion terminatethis contractwithout liability and

may also, in its discretion, deduct from the contract or purchase price, or othrenuiser

thefull amountof anyfee,commissionpercentagegift, or consideratiorpaidto theformer

County officeroe mp| oy ee. ”

Non-Collusion Statement (Attachmeit.10). Each bid shall contain the appropriately
worded norcollusioncertification.

Drug Free Workplace (Attachment D.1B:ach bi d shal | contain ar
Wo r k p foanc e ”

Vendor Certification Regarding Scrutinized Companies List (Attachment TEB2Zh bid
shall contain thigertification.

CPI Computation

A multi-year cotract/agreement amount agreed to henmeatybe adjusted annually in accordance
with the percentage change in the Consumer Price Index for all urban consumdd, (foPthe
year ending December 31 of the previous year.

D.

1

Exceptions

Therearecertainexpenditure$or which the processingf a purchaserderis unnecessary.
The following should be made without purchase orders,filising another process in the
finance system as indicated below
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a) Employeeexpensesuchasconferere expensediotelexpensegnileageandother
reimbursable expenses in performance of-agay duties. These are submitted
using the Expense Report in the finance system.

b) Interdepartmental chargeshich are submitted on a Supplier InvoRequest

2. The Purchase of the following specific goods and or services requires a purchaaadrder
in addition shall be regulated by the appropriate Administratisteuction.

a) All radiocommunicationserviceandequipment includingbutnotlimited to two-
way personnel and vehicle radios, beepers and etc. Monroe County Administrative
Instruction#5511.

b) All telephone systems, lines, services, equipment and audit costs for same. Monroe
County Administrative Instructio#4401.

C) All computers ad or data communications hardware, software, product and
services. Monroe County Administrative Instructig01.

d) All travel shall be approved and/or regulated byNtaroe Countydministrative
Instruction#4716.

e) All purchasef vehiclesrolling equipmenbr emergencygeneratorgexcludingfire
trucksandambulances3hallconformto MonroeCountyAdministrativelnstruction
#6402.

E. Preference to Floridabusinesses (F.287.084)

When required to make purchases of personal property through competitive solicitation and the
lowest responsible and responsive response is a vendor whose principal place of business is in the
State of Florida, then the County ynaward a preference to the lowest responsible and responsive
vendor having a principal place of business within the State of Florida. However, this section does
not apply to transportation projects for which federal aid funds are available.

F. Preference tdousinesses with drudree workplace programs (F.287.087)

Whenever two or more responses that are equal with respect to price, quality, and service are
received by the County for the procurement of commodities or contractual services, a response
receivedfrom abusinesghatcertifiesthatit hasimplementedadrug-freeworkplaceprogramshall

be given preference in the awamacess.

G. ChangeOrders

1. Whenever there is a change to a construction contract or professional services contract or
taskorder,a ChangeOrdermustbe preparedseeAttachmentD.7 andD.7a)explainingthe
revision. A change to a construction contract or professional services contractordéassk
modifies the agreement and work and includes changing the original conicacana/or
extending the date of substantial completion of the subject project or final date that the
professional service must be completegenformed.

2. The County Administrator has the final approval and authority for execution of a Change
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Orderprovidedthe ChangeOrderfor agivenprojector servicedoesnot exceeds50,000.00,

or five (5) percent of the original contract price, whichever is greater. Change Orders may
beapprovedandexecutedaccordingo the SignatoryAuthority providedin 2.Gand Monroe
County Code Sectio®-58.

3. BeforetheCountyAdministratorexecutes ChangeOrderdescribedn theabovetemG.2.,
he must first notify the members of the Board of County Commissioners of his intent to do
soatleast24 hoursbeforeexecutingt. TheCountyAdministratorhastheauthority,without
notifying the Board of County Commissioners, to approve a Change Order to alter the
substantial completion date by up to six (6) months provided that it does not change the
contractamount.

4. A reportmustbeprovidedateachmonthly CountyCommissiormeetinglisting the Change
Orders approved by the County Administrator during the prior month and the reasons for
those Chang®©rders.

5. Any Change Order which exceeds the am@pgrovable by the County Administrator as
describedn theaboveitem G.2.mustbeapprovedy theBoardof CountyCommissioners.

6. All Change Orders must be approved prior to any commencemewtiaf

CHAPTER 7. EXCLUSIONS
A. SoleSource

Purchase ofommodities and services from a single source may be exempted from formal
competition or price quote requirements under the following conditions:

1 The Purchasing Office must in all cases evaluate the rdquesthcommodity serviceor
source. Once appoved by the Purchasing Officd| &ole Source purchases are subject to
approval by either the BOCC, County Administrator, Assistant County Administrators or
Purchasing Director in accordaneith purchasing level authoritfhePurchasindirector
shallbeauthorizedafterinitial sole source certification, to make additional purchases from
a sole source vendor for not maéhanoneyearor until suchtime ascontraryevidenceas
presentedegardingsolesource eligibility, whichever period less.

2. Theremustbea documentedieterminatiorfrom the Requestingdepartmenbr persornthat
there is no other source readily available prior to ith&ation of the sole source
procurement.

a) The Requesting Department shall document the search conducted to ascertain that
there is no other source available. The search shall include phone-oadigs,eand
letters to procurement offices or the Requestgy Depart ment’' s coun
Fl orida counties as wel/l as to entitie:
phonebooks for Monroe County and MiaBade County in business classifications
which might reasonably be expected to provide the goodsgrvices desired. The
documentation shall include a log of phone calls made and the emails and letters
sent with a compilation of results from all phone calls, responding letters and other
correspondence.
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b) Where the procuremeitself, due to the nature of the goods or services (i.e. in order
to obtain conformity to existing contracted goods or services, in order to avoid the
loss of warranty coverage, proprietary licensing, equipment capability, etc.), dictates
sole source acgsition, the Requesting Department shall provide written
justification as to the sole source nature ofpgteeurement.

C) The Requesting Department wdlbmit this documentation and request for sole
source provider to the Purchasing Departnienteview Once approved by the
Purchasing Department, aodon approval from the BOCC, County Administrator,
or Purchasing Director that the proposed provider is a sole source provider, the
Requesting Department may proceed with the procurepnecess.

B. EmergencyPurchases

The term “emer gency "-347(9(1) afshe Banrfoe Goenty Caden Sect i on

Purchase of commodities and services in the event of a public emergency may be obtained under
the following conditions:

1 The public emergency for the requirengewnill not permit a delay resultirfgpom
competitivesolicitation.

2. With respect to an emergency as defined in Sectid#7Zk)(1)a-c. of the Monroe
County Code:

a) Where the value of the goodsor servicesto be purchaseds less than
$50,000.00emergencyurchasemaybeapprovedipto thespendindevels
outlined in Chapter 2 Section F, above without the need for obtaining
competitive pricejuotes.

b) Where the value of the goods or services to be purchased eqexiseads
$50,000.00, theurchase may be approved by the Mayor, or if the Mayor is
not available then the Mayor Pro Tem, or if the Mayor and the Mayor Pro
Temarenot availablethenCountyCommissioners orderof priority based
on longest consecutive tenure on the Board of GoGommission, but the
purchase must be ratified afidrefact by the Board of County
Commissioners at the next practicable meeting oBEC.

3. With respect to an emergency as defined in Secti8d7Zk)(1)d. of the Monroe
County Code, the purchase may d&pproved up to the spending levels outlined in
Chapter 2 of this Manual, including the requirement to obtain competitive price
quotes, whereecessary.

4. Where the purchase of goods or services requires a contract where the cumulative
total value per fisal year is $50,000.00 or more, the contract must be ratified after
thefact by the Board of County Commissioners at the next practicable meeting of
the BOCC.

5. Authorization During Normal Business Hours. In the case of emergencies that
require the immediate purchase of goods, equipment, or services, the County
Administrator, Assistant County Administrator, Purchasing Director,
Department Director, or properly aithorized designee shall be empowered to
secure such goods or services without competitive selection. In this event, all
measures reasonably possible under the circumstances shall be taken to assure the
maximumcostbenefitto the Countyof thegoodsor savicesprocured.

Page27 of 106



6. Authorization Outside of Normal Business Hours. A Department Director, during
nontbusiness hours, is authorized to make purchases without competitive
solicitation, when an emergenrayses.

7. DocumentatiorandApproval. Documatation for emergency purchagestaining
to the above shall be submitted to the Purchasing Office with a detailed explanation,
and support material attached, if applicable, within ten (10) workdays after the
event occurred. Emergency purchabelw the competitivesolicitationthresholds
shall be approved by the County Administrator after fact. All emergency
purchases equal to or exceeding $50,000.00 must be approved by theaB&CC
the-fact.

8. All emergency purchases are subjectafiproval by either the BOCC, County
Administrator, Assistant County Administrator or Director of Purchasing at the
authorized level of authority. Any waiver of competition in a specific instance shall
not serve to waive competition of future purchasessfdlar or exact nature.

Emergency purchases are to be used only when unforeseen circumstances occur.
Poor planning does not constitute an emergency.

CooperativePurchasing

State and Federal ContractsPurchases equal to $50,000.00 or more from verbdadgng

current* St and&éneralServicesAdministrationhereinafter ( “ G S éohtracts are
exemptedrom the competitivebidding process. However,beforeany purchasds made

through an existing contract, the Requesting Department, if directédeblurchasing
Director or County Administrator, must first contact other South Florida vendors in order

to determine if the goods or services sought are available at a lower price than the price(s)
of theexistingcontract. If thegoodsor servicesareavailablefrom anothewendorataprice
lowerthanthepriceof theexistingcontract thenthe contractfor thegoodsor servicesnust

be awarded to that vendor. The purchase of the goods or services sought may be made
through the existing contract if nomd the other vendors contacted by the Requesting
Department offered the goods or services at a price lower than the price of the existing
contract. The Purchasing Director wild.l re.
information or documentation. the purchase is below the competitive bidding threshold

of $50,000.00, price quotes are not required by the Requesting Department unless directed
by the Purchasing Director of Courdgministrator.

Other Public Procurement Units. Requesting Departments are authorized to purchase
goodsandservicesrom cooperativgpurchasing/enturegun by otherunitsof governments

when the best interests of the County are served. All purchases made througttitns se
shall be from contracts awarded through full and open competition, equivalent with the
methods set forth in this policy, and shall be exempt from further competitive procurement
process set forth in this policy. The Purchasing Department is alsariaathto enter into

joint ventures with other local governments in order to create purchasing cooperatives and
promote efficienpurchases.

Page28 of 106



D. Previously ApprovedProjects

Once the BOCC has approved a project, concept, and/or specific camtttem, which
includesmaintenancéo Countybuildingsandequipmentincludingrepairs janitorial servicestc.,

subsequent additional, redundant approval by the BOCC is specifically not required for
advertisements, Requests for Qualifications (RFQ$) Requ e st for Bi ds ( RF
Proposals (RFPs) or replidBOCC action 526-93, Page 93/254 #1). When repairs are needed due

to anemergencevent(suchasahurricang andobtainingBOCCapprovawill delayprocuring the

goods orservices needed for the necessary repairs, the County Administrator or Assistant County
Administrator can authorize the advertisement of the competitive solicitation until the BOCC can
approve the project or concept at the next practicable BOEXTing.

E. Piggybacking

The County has the option to piggyback?” on
association's competitively awarded bid to take advantage of the pricing received:

1 The Requesting Department must first vesfyecifications and award information and
receive permission from both the entity and the vendpiggybackor when permission is
not attainablethat there is no known objection or prohibition to piggyback

2. Piggyback purchases equal to $50,000.00 orenae not subject to the competitive
solicitation process. However, before any purchase is made through an existing contract,
theRequestindepartmentif directedby thePurchasindirectoror CountyAdministrator,
mustfirst contactotherSouthFloridavendordan orderto determindf thegoodsor services
sought are available at a lower price than the price(s) of the existing contract. If the goods
or services are available from another vendor at a price lower than the price of the existing
contact, then the contract for the goods or services must be awarded to that vendor. The
purchasef thegoodsor servicessoughtmaybe madethroughthe existingcontractif none
of the other vendors contacted by the Requesting Department offered the gsedsces
atapricelowerthanthe priceof the existingcontract.The Purchasindvlanagemill review
and verify the Request idocgmemagdignar t ment ' s i nf

3. ConverselyMonroeCountywill allow othergovernmentaéntitiesto piggybackonMonroe
County’ s gequedted.s when

]

4. Pl ease note the term piggyback?” only app
purchased arsimilar or substantially similaas the originahward.

CHAPTER 8. BLANKET PURCHASE ORDERS

A Blanket Purchase Order (BPO) is a simplified method of filling anticipated repetitive
requirementsor suppliesor servicewith qualifiedvendorsduringaspecifiedperiod(notto exceed

12 months or one (1) fiscal year whichever is less). BPOdemigned to reduce administrative
costs in accomplishing purchases (up to $49,999.99) by eliminating the need of issuing individual
written purchaserders.

1. BPOs are issued when there are repetitive needs for specific items or services and when the
exact quantities and delivery requirements are not known in advance and may vary. A
purchase requisition containing (1) description of the required items or sei(\@repecified
period, and (3) estimated quantities for the specified period, is required to geprecede
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BPO. BPOs cannot be issued without a maximum dollar amount. A BPO shall be authorized
by the Department Director or their designdeough the pproval workflow for the
Requisition in the finance system

CHAPTER 9. MINORITY BUSINESS ENTERPRISE (MBE), SMALL BUSINESS &
DISADVANTAGED BUSINESSES

If required by Federal Aviation Administration (FAA) grant or other Fedinadled grant
requirements theDepartment having project management/oversight responsibilities, should
developanacceptablglanto utilize andafford opportunitiedo minority, smallanddisadvantaged
firms. This plan maynclude:

1. Separate percentage goals for using smmafiprity and disadvantagdmlisinesses.

2. Name of an individual employed or retained
program.

3. Description of efforts to be made to ensure such firms have an equitable opportunity to

compete fosubcontracts.
4. Assurance that federally funded contracts comply with the provisions contharedh.

5. Assurance to cooperate on surveyscfampliance.

CHAPTER 10. PURCHASE OF INSURANCE

Any purchase of insurance by the Monroe County BOCC shall be treated asr¢chase of a
commodity and regulated the same, except as set forth below.

The purchase of buil der’”s risk insurance for
biddingprocedurepursuanto Section2-347(e)(5)(g.Forthepurchasefb u i | nkkinsurance

expected to cost less than $50,000, separate price quotes are not required, but the agent should
solicit several insurance companies to ensure that the best price is attained. For the purchase of
buil der’”s risk i nsur am$@000 the @untyeAdministeatorcsioosid mo |
authorizethe purchasendreportto the MonroeCountyBOCCthepurchasef thepremiumslt is
understood that since the cost of builder’s r
project, the cst of premiums will be paid from the funding source for that project which are
generally approved by the BOCC as part of the buglgeess.

The purchase of insurance which is exclusive, due to the unique terms and conditions and/or the
detailedcoveragaequiredby the County,mayalsobeexemptrom competitivebiddingprocedures
pursuanto Section2-347(e)(5)(g.)Riskshoulddocumenthereason(sjor thepolicy beingexempt

from the competitive bidding procedures. When premiums ex$8e@00, the Monroe County
BOCC should authorize the exemption. In an emergency, i.e. an interruption of an essential
government services, the County Administrator may authorize the purchase of the policy and seek
ratification from the Monroe Coun&OCC.

All policies for insurance coverage shall have an initial term and shall thereafter be renewable
yearly for up to three (3) additional years with BOCC review.
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CHAPTER 11. RECYCLED CONTENT PRODUCTS

The County shall on a continuing basi€@amage the use of products and materials with recycled
content. Preference shall be given to the procurement of recycled content products and materials
when it can be determined that such purchases are cost effective, meet specifications required and
arein the best interest of Monroe County.

For the purposes of this section “recycled co
and are contained in the products or materi al
feasible each departmeshall keep a compilation of the number and amount of recycled product

or materials it purchases each fiscal year.

CHAPTER 12. SURPLUS ITEMS

The objective of this policy is to ensure that all County assets are properly tracked and disposed
in compliance with Florid&tatutes.

The following rules apply to all departments in possession of fixed assets belonging to Monroe
County. The rules also apply to constitutional officers, contracting parties, angainiydentities

in possession of fixedsaets belonging to Monroe County. (Each such department, or office shall
be known as a “using agency”.)

Contracting parties in possession of tangible-comsumable property owned by Monroe County
whichis nolongerusedor which hasbecomenbsoletewornoutor whichthepartiesbelieveshould

be scrapped shall submit reports identifying such property to the department responsible for their
contract, which in turn shall forward the reports to the Clerk of the Court, Praferky

1 Each using agencyall assign a person who will be primarily responsible for maintaining
the fixed assets of th&€uBepaintmént or Of fi

2. Classification of SurpluBroperty

a) Property may be designated as surplus by the using agency for anyadibthieng
reasons:

@ It becomes inoperable and cannotégaired,;

2 It is more economical to replace the asset than to répair
3 Property becomesbsolete;

(4)  The department or office no longer has need of the bem;
(5) It is scheduled for replacement as a mattgrob€y.

b) All property that is declared surplus shall be designated into one of four (4)
categories:

Q) Vehicles;

2 Property with a historical purchase value equal to or greatefthaao
(fixed asset, with propertp#);

(€)) Property with a historicglurchase value less than $1,000 ¢@figad asset,
no propertyiD#);

4) Computers, computeelated, and telecommunicatiequipment.
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After the propertyhasbeenplacedinto a specificcategorythefollowing proceduresvill be
used fordispositian:

(1) Property estimated to have a fair market value equal to or greater than $5,000 shall be
sold by competitive solicitation/public auction to the highest responsible responder after
publication of notice of at least one week and not more than two weaksewspaper of
general circulation within the County; and additional notice if, in the opinion of the using
agency, it will serve the best interests of @winty.

@ Required forms to initiate the competitive solicitation/public
auction of surplus property: The Property Custodian within the

usingagencyis responsibldor preparingandsubmittinganinventory
Deletion Request Form (See Attachment B.8Y¥ecuted by the
Property Custodian and the Department Director of the agjagcy,

to the Property Inventory Clerleor computer related equipment
valued over $1,000the Property Custodian in the using agency is
responsible for preparing and submitting the requi@amputer
Related Equipment Inventory Deletion Request Form (See
Attachment B.3)The Information Technology Department will send
the completed form to the Property Inventory Clerk and coordinate
directly with the Property Inventory Clerk and the using agency for
thecompetitivesolicitation/publicauctionand/ortranskr, donationor
disposal of the surplus computer equipment. (8deinistrative
Instruction4725).

(o) BOCC must approve the request to advertise for competitive

solicitation/public auction for the sale of surplus property Upon
receipt of the fully executethventory Deletion Request Foror

Computer Related Equipment Inventory Deletion Request,Rbem
Property Inventory Clerk or using agency, will place an item on the
BOCC agenda for approval of competitive solicitation/public auction
for the sale of theurplusitems.

© Scheduling and Coordination of Competitive Solicitation/Public
Auction: Following BOCC approval, the Property Inventory Clerk

initiates and coordinates the competitive solicitation process for the

sale of surplus property attervals throughout the year as needed,
coordinating with the Property Custodians in each using agency, the
County Attorney’s Of fice and the
additionto thePropertyinventoryC | e sdtedf surplusproperty the

using agency m@y schedule and coordinate a competitive
solicitation/public auction for the sale of specific surplus property

when it is necessary or beneficial for heunty.

()] Notice: At therequesbf thePropertyinventoryClerkor usingagency
t he Count yOffieet prepares elyotice of Request for
Competitive Solicitation (see Attachment Bsing the surplus
property inventory data provided by the Property Inventory Clerk or
using agency. The County Attorney
requesting publicatimone time in the Key West Citizen (as tbeal
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newspapequalifyingunderFloridaStatuteChapte50.031),and,per

BOCC direction one time in the Lower Keys (News Barometer),
Middle Keys and Upper Keys (Keys Weekly) areavspapers. The
Notice shall al so be posted to t
notificationis alsopostedon MonroeC o u n sogidlnsediaplatforms

(i.e. Facebook Page). The Purchasing Director places the item(s) on
DemandStar.

© Oncetheopeningis heldandtheresponsearereviewed the Property
Custodian within the using agency places an item on the BOCC
agenda, requesting approval to award/sell specific item(s) to the
highest responsible responder and authorizing the County
Administrator to sign theBill of Sale, Absoluteprepared by the
Property InventorClerk.

® After paymenis receivedthePropertyinventoryClerkis responsible
for preparing and transmittingBill of Sale, Absolut¢éo the County
Attorney’s Office for each indiuvi
County Attor ney’ Sl @ fSdle, Absolutkortren s mi t
County Administrator for execution. Upon execution Bik of Sale,
Absoluteshallbeforwardedo theClerkfor recordingof thedocument
in BOCCrecordsTheClerkthentransmitghefully executedriginal
Bill of Sale, Absolute (4p the Property Inventory Clerk to transfer
title and possession of the item(s) to the successful bidder,
coordinating with the using agency as needed. If the item(s) are sold
via public auction by an outside vendor retained by the County, the
PropertyinventoryClerk will coordinatditle transferandpreparation
of documents with the vendor and may do sorpie payment to the
County and/ or i n accordance with
contract.

(2) Assets with a fair market value equal to or greater than $5,000 for which no bid was
received shall again be offered for sale by competitive solicitation. Ifceptable bids are
received after a second attempt to sell by competitive solicitation, then the property may be
sold by an outside vendor retained by the County for public auction services. Assets with a
fair market value lower than $5,000 for which no Wwiak received after one attempt to sell

by competitive solicitation may be sold by an outside vendor retained by the County for
public auctiorservices.

(3) All assets with a fair market value lower than $5,000 may be sold by competitive
solicitation/auction in accordance with the procedure set forth abowegay be donated to
another governmental entity or Aor-profit organization as set forth below. Assets with a
fair market value equal to or greater than $5,000 for which no bidrecsved at
competitive solicitation may also be donated to a governmental entity -dorrariofit
organizationAssetswith afair marketvalueequalto or greatethan$5,000maybe offer to

other governmentinits in the Countyfor sale ordonationor may be offered to private
nonprofit agenciegrior to beingsold bycompetitive solicitatiorwhen it isdeterminedoy
theBOCCto bein thebestinteresiof the Countyto do so.
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(4) Propertyestimatedo belessthan$5,000thathas ausefullife, may, but is not required

to, be offered to all other County departments by use of Coumntgikfor a period of 10

days, on a first come, first serve basis. A Fixed Asset Transfer Form (See Attachment B.4)
will be completed by theeceiving and transferring department or office and submitted to
the Property Inventory Clerk with a copy to Ristanagement.

(5) Property which value is estimated by the BOCC to be under $5,000.00 deemed to have
no further use to the County due to obsolesegmefficiency, or being uneconomiocaay

be donated to another governmental entity within the County, may be donated to a private
notfor-profit organizatiorwithin the Countyor maybedisposedf for valuein compliance

with 274.06 FloridaStatutesand asamendedT hedeterminatiorof propertyto bedisposed

of by the BOCC shall be at the election of the BOCC in the reasonable exercise of its

discretion pursuant 274.06, Florida Statutes. Property, the value of which the BOCC

estimateso beunder$5,000.00maybedisposedf in themostefficientandcosteffective

means as determined by the BOCC pursuant ta2#406.

All assets under a lease agreement will be disposed of in accordance with the terms of the
agreement.

(6) If it is determined thathe tradein value is more beneficial to the County, a vehicle or
piece of equipment may be used as a tinder the purchase of replacemeuofuipment.

(7) If it is determinedhatit is usefulandeconomicato retainaportion,or acomponentof
theasset for future use, then the portion or component can be retained and the balance of
the asset sold, donated, or destroyed. In such case the portion retained and theofzhrtion
donated, or destroyed shall be noted on approfaates.

Subject tahe procedures noted above, responsibility for dispositionfdlaw/s:

a) Fleet Management is responsible for the disposition of vehicles and other heavy
equipment, excluding Emergency Services, Airports and Social Services
Department vehicles. Those Depaents are responsible for disposition of their
vehicles and are required to follow the surplus property as setfuutre.

b) Property Custodians are responsible for the disposition of fixed assets of any value,
other than vehicles, computers, computtated, and telecommunication
equipment.

C) Information Technology is responsible for the disposition of computers, computer
related, and telecommunicatiequipment.

Employees of Monroe County are expressly forbidden to bid on sales of surplus Monroe
Countyproperty. No employee's relative, as defined by Florida Statute Section 112.312(21),
shall be allowed to bid on surplus property over which the employee had custody or
authority to initiate or authorize the decisiorstoplus.

F.S. 112.312(21):

“Relegt"i wnl ess otherwise specified in this
public officer or employeesfather,mother,son,daughterprother,sister,uncle,aunt,first
cousin, nephew, niece, husband, wife, faihdaw, motherin-law, sonin-law, daughter
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in-law, brotherin-law, sistefin-law, stepfather, stepmother, stepson, stepdaughter,
stepbrother, stepsister, halfother, haHsister, grandparent, great gdgparent, grandchild,

great grandchild, step grandparent, step great grandparent, step grandchild, step great
grandchild, person who is engaged to be married to the public officer or employee or who
otherwise holds himself or herself out as or is genekadlywn as the person whom the
public officer or employee intends to marry or with whom the public officer or employee
intendsto form ahouseholdpr anyothernaturalpersorhavingthe samedegalresidences

the public officer oemployee.

CHAPTER 13. PURCHASING CARDS (P-CARDS)

The Monroe County Purchasing Card Policy & Procedures establishes detailed procedures and
policieswhich controltheuseof Purchasé€ards.The PurchasingCcardPolicy & Proceduras to be

followed and is attached heretoAtsachment C There shall be absolutely no personal purchases
made with the County issuédCard.

CHAPTER 1471 FEDERAL FUNDING REQUIREMENTS

This Chapter is provided to ensure that Monroe County has and maintaues padicies and
procedures as required by federal awards and consistent with 2 Code of Federal Regulations
(C.F.R.)Chaptei, Chapteill, Part200.All procurementsnustcomplywith FloridaStatutesrules

and procedures as per 2 C.F88200.31800.326

All Contracts and procurements in which federal funds are used shall include the following
provisions: [See 2 CFR part 200 for a more detailed description of the federal provisions]

A. Procurement Standards (2 C.F.R§200.318200.326)

1. GeneraRules
Thesestandardspplyto procuremenbf goodsor servicesuusingfederalfundsandprogram
income.

The procurement must comply with Néhe d er a | Entity/ Monroe Col
proceduresvhichreflectapplicableStateandlocal lawsandregulationsprovidedthatthey

conform to applicable Federal law and the standards identified in 2 C.F.ROPart

The Requesting Department, via the designated contract manager, must maintain oversight

to ensurdhatcontractgperformin accordanceavith theterms,conditions andspecifications

of their contracts or purchase orders. (2 CER®.318(b))

2. Procuremenbocumentation:

TheCountymustmaintainall procurementecordssufficientto detailthehistory,including

all competitivebidding documentsndall otherdocumentatiomelatingto theevaluationof

the competitive bidding proposals and responses; justification of the award; and approval
of the contractprice and type. The RequestingDepartmentmust comply with the grant
procurement requirementsarmpletesithertheE.1.or E.2. Procurement FormAftachment

E.1 for purchases below $50,000.00) or AttachnieBfor purchaseshroughcompetitive
solicitation,i.e. purchasef $50,000.0(and above, and submit with theRequisition If
Disaster related, use Disaster Request for Purchase Attiach{ment E.4)The E4, E1 or
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E2 and supporting documents must be submitted to the BaahgeFinance Office for
approvalbeforesubmittingto the BOCC for the contrat¢ award. In addition, if Attachment

E.3 (Debarred, Suspended or Ineligible Entity Checklist) and/or the Minority Owned
Business Declaration are required, include them with the E4 submission to Budget and
Finance. These documents must be maintaineaccordance with Chapter 119, Public
Records Law and the Florida Department of State, Division of Library and Information
Services, General Records Schedules-GE1or State and Local Government Agencies.

While 2 C.F.R. 180.220(b) lists covered transart as contracts equal or ab@&25,000.00

for auditing services;or where prior federal agencyapprovalis given, sincethe Florida
Division of Emergency Management (FDEM) Agreement that provides disaster
reimbursement requires this form (See Fd&8.) in all contracts regardless of the amount
andsincewe arealreadyconductinga checkon all vendorsthisis bestpracticeandwill be
required on altontracts

3. Conflict of Interest:
TheMonroe County Personnel Policies and Procedures Masetiihg forth written standards
of conduct, including conflict of interest, and governing the actions of County employees shall
be followed at all times along with tidonroe County Administrative Instructia801.10,
BasicProceduredor Grant Administration which setforth additional instructions relating to
Federal rules and guidelines. No employee, officer or agent may participate in the selection,
award, or administration of a contract supported by a Federal #wedr shehasarealor
apparentonflict of interest.Suchaconflict of interestwould arise when the employee, officer,
or agent, any member of his or her immediate farhily,or her partner, or an organization
which employs or is about to employ any of the parties indicati@contracthasafinancial
or otherinterestin or tangible personalbenefitfrom a firm considered for a contract. The
officers, employees, and agents of the County may neither solicit nor accept gratuities, favors,
or anything of monetarywalue from contractors or parties to subcontracts. However, in
accordance with the Personal Policies and Procedures, a gift of $25.00 or less is considered a
nor substantial financial interest or an unsolicited item of nominal value. County Employees,
officers or agents that violate the County standards of conduct will be subject for disciplinary
actions as set forth in more detail in the Personnel Policies and Procedures Manual. (2 CFR §
200.318(c)(1), 200.318(c)(2))

4. Avoidance of unnecessary or duplivatitems:
The Budget and Finance Departmanust review expenditures to avoid the acquisition of
unnecessary or duplicative items; consider consolidating or breaking out procurements to obtain
a more economical purchase; and where appropriate analyzeréesse purchase alternatives
or other analysis to determine the most economical apprdduh.Budget and Finance
Departmentshould foster greatereconomyand efficiency and promote costeffective use of
shared services with the Federal Government and atat local government entities through
interlocal agreements or other in@mtity agreements, including use of Federal excess and
surplus property in lieu of purchasing new equipment and property. (2 CFR 88200.318(d),
200.318(e)200.318(f)).

5. Contractanay only be awarded to responsitdsdor/contractors:

The County must award contracts only to responsible contractors possessing the ability to
perform successfully under the terms and conditions of a proposed procurement. Consideration
will be given tosuch matters as contractor integrity, compliance with puddicy, including

County laws and policies, record of past performance, and financial and technical resources.
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The Requesting Department must complete the Debarred, Suspended, or Ineligigle Entit
Checklist(Attachment E.3(2 C.F.R.200.318(h)).

B. CompetitionRequirements

1. FullandOpenCompetition:Asper2 C.F.R.8§200.319andconsistentvith MonroeCounty Code
82-347(a) and the Mission Statemenif this Policy, all procurementransactionsmust be
conducted in a manner providing for full and open competition, which prohibits placing
unreasonable requirements, unnecessary experience or excessive bonding omfdersan
them to qualify to ddusiness.

County staff shall ense that procurement transactions do NOT allow: noncompetitive pricing
practices between firms and affiliated companies; noncompetitive contracts to consultants that
are no retainer contracts (e.g.ofts cope wor k added t cetanele con
specifyingonlya“ b r @& & ohgrdductnsteadfallowing” aenq u @dddct; and any arbitrary

action in the procurement process. 2 C.B3.9(a)

2. Prohibition on BiddingThe contractor that is bidding on the contract cannot be involved with
developng or drafting the specifications, requirements, statement of work, invitation for bids
or request for proposals (2 CFR@0.319(a)).

3. No State or Local PreferenceNo preference shall be included in the competitive solicitation
or in theprocurement transactions (2 CFR 8§ 200.319(b)). *Please note that the RESTORE ACT
allows for statg@reference.

4. Solicitation Requirements: The solicitation shall include a clear and accurate desofigft®n
technical requirements for the material, prdduar service to be procured, including
requirements that must be fulfilled by offerors/vendors and the evaluation factors/criteria,
e.g. Identify if price or quality is most important in the solicitation. If the County uses
prequalifiedperson®r firms, thecontractfor serviceor list mustbecurrentandincludeat least
3 prequalifiedpersonsor firms andnot precludeany potentialbiddersfrom qualifying during
the solicitation period. 2 C.F.B8319(c)319(d).

C. Method ofProcurementRequirements
As per 2 CFR § 200.320, one of the following methods must be used when procuring goods or
services with any federal funds:

1. Formal Procurement-Over $50.000.00 (2 C.F.R. §200.320(c))

a. Sealed BidsBids are publicly solicitedrad a firm fixed price contract (lump sum or unit price)
is awarded to the responsible bidder whose bid, conforming to all the material terms and
conditions of the invitation for bids, is the lowest in price. Sealed bidding is the preferred
method for procting construction. [Federal Note: Sealed bidding is generally used where price
is the most important evaluation factor for the County.] Contract award tinedealedidding
methodof procuremenis madeto the bidder submittingthe lowest priced, respaive and
responsiblédid.

I Responsive and Responsible DefinedlRe sponsi ve” refers to wh
all thematerialrequiremenof theRequestor Bids (RFB)/invitationfor bid (IFB), while
“Responsibility” refers to contractors p
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under the terms and conditions of a proposed procurement. Considerationgivitbe
to such matters as contractor integrity, compliance with public policy, recdrpast
performance, and financial and technical resources. [See 2 C.F.R383(0)]

. Conditionsof Sealedids: All of thefollowing conditionsmustbe presento usesealed
bids: i) a complete, adequate, and realistic specificatiopuochase description is
availableii) two or moreresponsiblédiddersarewilling andableto competeeffectively
for the business iii) the procurement lends itself to a firm fixed price contrachand
selection of the successful bidder can be made ipalyg on the basis of price. [ 2
C.F.R.8200.320(c)(1)]

il Requirementfor Sealedids: If sealedbidsareusedthefollowing requirementapply:
1) The County must solicit bids from an adequate number of known supplies (via
DemandStar and i#pplicable to a list of suppliers to be provided to OMB from the
Requesting Department), providing sufficient response time prior to the date set for
openingthebidsandmustbepublicly advertisedreferto time framesetforth in Chapter
3, Paragraph A2.;
2) The competitive solicitation should include any specifications and pertinent
attachmentsanddefinetheitemsor servicesn orderfor thebidderto properlyrespond;
3) Set forth the Time and Place for the bids to be pubtipbned,;
4) Awardafirm fixed price contractin writing to thelowestresponsivendresponsible
bidder;
5 If any bids are rejected, there must be a sound documented reason supporting the
rejection [2 C.F.R§200.320((c)(2)].

V. Cost or Price Analysif\s per 2 CFR §200.323, if the mibact amount (including
contract modification) exceeds $50,000.00 the County must perform a cost or price
analysis.

A Costor PriceAnalysismustbeconductedy theRequestindpepartment(2 C.F.R.8200.323(a))
The degree of the analysis dependstennature of the procurement; however, it should at least
start with an independent estimate established before recegspoinses/offers.

Price & Cost Analysis Description:
a “Price Analysis” i's the process ofhoute x amin
evaluating its separate cost elements and proposed profit. Techniques include comparison
of amountgrom responsereceivedcomparisorof proposedricesto historicalpricespaid,
comparison with published price lists, comparison to your indeperesgimate. Price
Analysis is the preferred method to be used by the Requé&saytment.

b) “ CoAsnta | ysshersviewandevaluationof anyseparateostelementsandprofit or fee
inanr e s p o n d e nprapdsadsrieededo determineafair andreasonabl@riceand
the application of judgement to determine how well the proposed costs represent what the
cost of the contract should be. The Requesting Department must negotiate profit as a
separate element of the price for each contract in whigte is no price competition, and
in all cases where cost analysis is performed. To establish a fair and reasonable profit,
consideration must be given to the complexity of the work to be performed, the risk borne
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bythecont ractor, the contractor’s investment

its recordof partperformanceandindustryprofit ratesin thesurroundinggeographicadrea
for similarwork. (2 C.F.R.8200.323(b)Costof pricesbasednestimatedostfor contracts
underthe Federalwardareallowableonly to the extentthatcostincurredor costestimates
includedin the negotiategriceswould beallowablefor the CountyunderSubparE—Cost

Principlesof this part. The County/norFederakntity mayreferencets own costprinciples

that comply with the Federal cost principles. (2 C.BZ0.323(c))

c) Cost plus a percentage of cost and percentage of construction cost methods of contracting

must not be used. (2 C.F.§200323(d)).

b. Procuremenby competitiveproposalsThetechniqueof competitiveproposalss normally

conducted with more than one source submitting a response/offer, and either a fixed price

or costreimbursement type contract is awarded. geserally used when conditions are
not appropriate for the use of sealed bids. (2 C$2B0.320(d)

i. Requirements for Competitive Proposdii$>rocurement by competitive proposals is used,

the following requirements apply:

1) The Request forrBposals (RFP) must be publicized, i.e. as per Chapter 3, Paragraph

A. 2.

2) identify all evaluation factors and their relative importance, i.e. evaluation/selection

factors and points/percentage allocation for éactor;
3) solicit proposaldrom anadequateumberof qualifiedsourcegvia DemandStaand

if applicable to a list of qualified sources to be provided to OMB from the Requesting

Department);

4) the method for conducting technical evaluations of the proposal received and for

selectingrecipientsasoutlinedin Chapter3, ParagraptB shouldbefollowed andwhen
appropriate should be outlined in tREP;

5) The County shall award the contract to the responsible firm whose proposal is most

advantageous to the program/project, with price ahdrdactorconsidered.

[Federal Noteegarding architectural/engineering (A/E) professional services: the County may use
competitive proposal procedures, i.e. Request for Qualifications (RFQs) and the Consultants

Competitive Negotiation Act (CCNA), fagualificationsbased procurement of A/E professional
services whereby competitors’

notusedas aselectorfactor,canonly beusedn procuremenof A/E professionaserviceslt cannot
beusedto purchasesthertypesof servicegshoughA/E firms thatarea potentialsourceto perform
the proposed effort. 2 C.F.8200.320(d)(5)]

Informal Procurement- Over $10.000.00 up to $49.999.99 Small purchases procedurgmall purchase

procedures are those relatively simple and informal procuremethbdsor securingservicessuppliesor
otherpropertythatdo not costmore than the lesser of eithél) the Simplified Acquisition threshold (i.e.

$50, 000.00), or (2) whatever amount State (if

competitive procurement rules (i.e. $49,999.99 or less). Price and rasiopuomust be obtaindbm an
adequatenumberof qualified sourcesThe Requestindepartmenshould tothe maximumextentpossible

obtain3 or moreprice quotesandgive consideratiorio the amount of the purchase when obtaining rate and
price quotes. When purchasing complex supplies or services, please document and include justification for
the number of price quotes obtained. (NOTE: FEMA has determined that for simplified purchase procedures,

an adequate number of qualified sources are camside be three (3)). The Requesting Departrakaotild
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follow theprocedurassetforth in Chaptei2 F. 2. andensurehatproper documentation is maintained in this
regard to justify the purchase. (2 C.F8200.320(b))

2. Micro -purchases:Up to $10.000.0@i.e. purchases below $10,000.00, See 2 CFR § 200.67) Micro
purchases are awarded based on price reasonableness. For purchases of

$5,000.000r less, the Requesting Department will maintain documentation of price reasonableness.
For purchasegreater than $5,000.00 price reasonableness is required and documented by the
Requesting Department for procurement. [Note: Action to verify the reasonablemdsdes
utilizing price quotes,telephoneor internetresearch.Jrhe Requesting Department, the extent
practicable, should distribute miepurchases equitably among qualified suppliers. Documentation

of the purchase in the form of a RTP, when applicable, is necéstiaegxtentto demonstraténat

it is anallowablecostfor performancef theFederal awardasper2 C.F.R.8200.403)andto keep
recordof equaldistributionto qualifiedsuppliers. 2 C.F.R§200.320(a)

3. Noncompetitive proposals: [2 C.F.R. §200.320(f)[Note: this does not apply to Micro

purchasesRESTOREACT/ Departmenbf Treasuryhassole sourcesectionthat providesmore
detail and should be referred to when using RESTORE W@Gds]

I. Procurement by noncompetitive proposals: Procurement through solicitation of a
proposal from only one source and may umed only when one or more of the following
circumstanceapply:

1) the item is available from a single source; (substantial duplication of services to reach
other sources is justification for proceeding with sole source, but this must be sufficiently
documeted by the Requesting Department and provided to Purch@fficg as directed in Chapter
7 Exclusions A. Sole Sourke

2) the public exigency or emergency for the requirement will not permit a delay
resulting from competitive solicitation Fe d er a | Not e: Exigency” is ge
that is necessaryn a particularsituationthat requiresor demandsmmediateaid or action. By
comparison, the term “emergency” means an unej

from immediate action. Emergency will typically involve a threat to the public or private property
or some other form of dangerous situation, whereas an exigency is not necksseauj;

3) the Federal awarding agency or p#s®ugh entity expressly authoez
noncompetitive proposals in response to a written request from the County;

4) after solicitation of a number of sources, a competition is determined inadequate
[Before utilizing this exception, the Requesting Department should review the solicitadidhean
publicizing of the solicitation to ensure that it was not inadvertently drafted in a manner to reduce or
eliminate competition, which resulted in the receipt of one or no proposals. If this is found to be the
case, the Requesting Department showlisecthe solicitation and #eublicized the solicitation in
order to resolve the competitive concerns. The Requesting Department should also document
justification for the noncompetitive procurement and provide to OMB/PurchBsiector].

D. Contractingwih Smal | and Minority Business, Womeno
Surplus AreaFirms

Asper2 CFR200.321theCountymusttaketheaffirmativestepsbelowandin accordance with
Chapter 9 Minority Business Enterprise (MBE), Small businesgi&advantaged

Business of this Policy to assure minority
labor surplus area firms are used when possible:

While some of the steps below may be duplicative with those set forth in Chapter 9 of this
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Policy,theRequesti ng Depart ment I nBudged anpl Bimalccé i on
Department shall:

1. Ensure that qualified smal/| and minority
are placed on solicitatidrsts.
2. Ensure that qualified smallamdi nor ity businesses, and wonmn

are solicited whenever they are potential sources, including the list of DemandStar

suppliers that are notified of competitive solicitations, the Small Business

Admini strati on’ s Degarclawebste, &adreany additi@nal supplier s s S

listed that may bgenerated.

a. Divide total requirements, when economically feasible, into smaller tasks or
guantities to permit maximum participation by small and minority businesses, and
women’ s ebtermsesn e s s

b. Establish delivery schedules, where the requirement permits, which encourage
participation by small and miemeaprised. y bus

c. Use the services and assistance, as appropriate, of such organizations as the Small
BusinessAdministration and the Minority Business Development Agency of the
Department oCommerce.

d. Require the prime contractor, if subcontractors are to be let, to take the affirmative
steps listedbove.

[ Feder al Not e: Coll ectivelcyntrederoes” tor ass
contracting”, this requirement does not I mpos
awardof acontractto thesetypesof firms; this requiremenbnly imposesanobligationto carryout

and document theix identified affirmativesteps.]

E. ContractualConsiderations

Contract(s) must include the provisions of 2 C.F.R. 200 and Appendix Il to 2 C.F.R. Part 200,
as amended and as applicable depending upon the Federal program legislation (See Appendix
Il for details:

1 DavisBaconAct, asamended40U.S.C.8831413148)andCopeland A nKickbackAct
(40U.S.C.83145)if thecontractamountexceed$2,00000[Davis-BaconAct appliesonly
to Emergency Management Preparedness Grant Program, Homeéemdity Grant
Program, Nonprofit Security Grant Program, Tribal Homeland Security Grant Program,
Port Security Grant Program and Transit Security Grant Program; This is not applicable to
the Federal Emergency Management Agency (FEMA) Public AssistangeRi@gram
Grants]

1 Contract Work Hours and Safety Standards Act (40 U.S.C. §83708)if the contract
amountexceed$100,0001t mustincludeprovisionfor compliancewith 40U.S.C.883702
and3704,assupplementedly the Departmentf Laborregulationsat29 C.F.R.Part5 (See
AppendixII(E)) [Appliesto FEMA contactsn exces$100,00Qundergrantandcooperative
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agreement programs that involved the employment of mechanics and laborers. It is
applicableo constructiorwork. Theserequirementslonotapplyto thepurchasef supplies

or materials or articles ordinarily available on the open market, or contracts for
transportation or transmissioniofelligence]

Equal Employment Opportunity Clause (41 C.F.R. Pai1.@Qb)) [Al contracts that meet
the definition of “federally ass-L.3mwstd con
include the Equal Opportunity Clause; Applies to FEMA grant and cooperative agreement
programs] (See 2 C.F.R. Part 200, Appeni{ix)

Debarmentand Suspension Clause (A contract award must not be made to parties listed in
the governmentwide exclusions in the System for Award Management (SAM.gov) (See 2
C.F.R. Part 200, Appendix II(H); See also See Executive Order 12549, Executive Order
126892 C.F.R.Part180.530and2 C.F.R.Part3000)[ Thisrequiremenappliesoall FEMA
grant and cooperative agreement prodorams].
goods or services in the amount of at least $25,000; when the contract requires FEMA
approval, regardless of the amount, the contract is for fedeegjlyred audit services, a
subcontract is also a covered transaction if it is awarded by the contractor of a recipient or
subrecipient and requires either FEMA approval or is in excek250000.

Byrd Anti-Lobbying Clause on all contracts; If the contract exceeds $100,000.00, bidders
must also submit an Antiobbying Certification (see Attached Certification Regarding
Lobbying Form). [This requirement applies to all FEMA grant and coaperagreement
programs.] (See 2 C.F.R. Part 200, Appendix 1I(I); 31 U.S.C. § 1352; and 44 C.F.R. Part
18)

Procurement of Recovered Materiaddt procurements and contracts, involving the use of
materialsmust comply with the requirement to procure orgyris designated in the EPA at

40 C.F.R.Part247 thatcontainthe highestpercentag®f recoveredmnaterialspracticable,
consistent with maintaining a satisfactory level of competition, where the purchas# price
the items exceed $10,000 or the value efdhantity acquired by the preceding fiscal year
exceede®10,000;procuringsolid wastemanagemergervicesn amannerthatmaximizes
energy and resource recovery; and establishing an affirmative program for procurement of
recovered materials identifi@dthe EPA guidelines. (See 2 C.F.R. Part 200, Appendix I1(J);

2 C.F.R. 8200.322, and Chapter 11 (Recycled Content Products) of this Policy and include
the recovered/recycled materials clause.) [This requirement applies to all contracts awarded
under FEMAgrant and cooperative agreempragrams]

If the contract amount exceeds $250,000it must address administrative, contractual, or
legal remedies in instances where contractors violate or breach contract terms, and provide
for sanctions angenalties (See 2 C.F.R. 200, Appendix II(A) [Applies to all FEMA grant
and cooperative agreemegmbgrams)

If the contract amount exceeds $10,000i0@nust address termination for cause and for
conveniencencludingthemanneiby whichit will beeffectedandthebasisfor settlement.

(See 2 C.F.R. Part 200, Appendix 1I(B) [Applies to all FEMA grant and cooperative
agreemenprograms]

Rights to Inventions Made Under Contract or Agreement must be included if applicable.
(See2 C.F.R.Part200, Apperdix II(F) [This appliesto“ f una g n g e meder87s ”
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C.F.R.8401.2(aputDOESNOT applyto F E M APArogramHazardMitigation Grant
Program, Fire Management Assistance Grant Program, Crisis Counseling Assistance and
Training Grant Program, Disaster Case Management Grant Program, and Federal
Assistance to Individuals and Househel@her Needs Assistance Grant Program, as
FEMA awards under these progr anisgrdece nmrentt "nme

1 If the contract or subgraramount exceeds $150,000.@0must include a provision that
requires the contractor to agree to comply with applicable standards, orders, or regulations
issued pursuant to the Clean Air Act (42 U.S.C. 88 7A4011q.) and the Federal Water
Pollution Contrd Act (33 U.S.C. 88 1251387). Violations must be report to FEMA and
theRegionalOffice of the EnvironmentaProtectionAgency(EPA) (See2 C.F.R.part200,
AppendixIl(G).

1 Prohibitions on certain telecommunications and video surveillaeogces or equipment
as set forth in 2 C.F.R.20.216

1 Domestic preference for procurements as set forth in 2 C.R2&0.822

Other Federal ContraBequirements:

1 Mandatory standards and policies relating to energy efficiency which are contained in the
state energy conservation plan issued in compliance with the Energy Policy and
Conservation Act (42 U.S.C.6201).

=

F. Construction ContraciConsiderations

County Departments that handle construction projects are encouraged to usegialeering
clausesn contractdor constructiorprojectsof sufficientsizeto offer reasonablepportunities

for cost reductions. The County may use a time and material type contract only after a
determination that no other contract is suitable arnldeifcontract includes a ceiling price, i.e.
lump sum/not to exceed amount that the contractor exceeds at itskwn

Time andMaterialcontractameanghata contractwhosecostto the Countyis thesumof i) the

actual cost of materials; and ii) dirdebor hours charged at fixed hourly rates that reflect
wages, general and administrative expenses, and profit. (Please refer to time and material
provisions as set forth in more detail in 2 C.F.R. 8200.318(j) (2 C.R60.818(g)

If the contract is foconstruction is must include the Equal Opportunity Clause.

For constructioncontractsexceeding?2,000awardedundera Federalgrant, it mustincludea
DavisBacon Act Clause and Copeland AHKickback Act clause addressing prevailing wage
rates.[Note that FEMA Public Assistance and Hazard Mitigation Grant Program contracts do
NOT require theselauses.]

If the contract amount exceeds $100,000.00 and involves the employment of mechanics or
laborers it must include a Contract Work Hours and Safgtandards Clause.

Bonding requirements for construction or facility improvement contracts exceeding
$200,000.00:
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The Requesting Department shall require the procurement to include

1. A bid guarantee from such bidder equivalent to five percent (5%)ole bi d pr i ce.
guar antee” mu s t consi st of a firm commit mer
authorized to do business in Florida as a surety or any method permitted in F.S. 255.051, as
amended, including but not limited to, certified dheor other negotiable instrument
accompanying a bid as assurance that the bidder will, upon acceptance of the bidseglecute
contractualocumentg&ismayberequiredwithin thetime specifiedin accordancevith Monroe

County Code Se@-347(i).

2. A performance bond on the part of the contractor for 100 percent of the contract price. A
“performance bond” is one executed in conne
the contractor’s obligations urnlbedraccerdance cont
with F.S.255.05

3. A payment bond on the part of the contract for 100 percent of the contractor price. A

“ p ay ime mislcheexecutedn connectiorwith acontractto assurgpaymentasrequiredoy

law of all personsupplyinglaborandmaterialin the executionof thework providedfor in the

contract.

Thepaymentandperformancéondsshallbein accordancevith F.S.255.05,asapplicableand

unless waived under the provisions of R55.05(1)(d)

G. Capital Expenditure

Federal Funds mawyot be expended for capital expenditures for improvements to land,
buildings,or equipmentvhichmateriallyincreaseheirvalueor usefullife without prior written
approval of the Federal Awarding Agency or pssugh entity. (2 C.F.R8200.439(3)

1. Insurance Coverage: The County must provide equivalent insurance coverage for real
property and equipment acquired or improved with Federal funds as provided to property
owned by the County. (2 CFF0.310)

2. RealProperty:

a. Title: Subjection toobligations and conditions set forth in 2 CFR 200.311, title to
realpropertyacquiredor improvedundera Federabwardwill vestuponacquisition
to County.

b. Use: Except as otherwise provided by Federal Statutes or by the Federal awarding
agency, reaproperty will be used for the originally authorized purpose as long as
needed for that purpose, during which time the County must not dispose of or
encumber its title or othémterests.

c. Disposition: When real property is no longer needed forotiginally authorized
purpose, the County must obtain disposition instructions from the Fadewaling
agencyor passthroughentity. Theinstructionmustprovidefor oneof thefollowing
alternatives: 1) Retain title after compensating the Federal mgaadenda 2) Sell
the property and compensate the Federal awarding agency 3) Transfer title to the
Federal awarding agency or third party designated/approved by the Federal
awardingagency.

3. Equipment:

a. Title: Subject to obligations and conditions set farth2 CFR 200.313, title to
equipment acquired under a Federal award will vest upon acquisition to County.
Unless a statute specifically authorizes the Federal agency to vest titleonnhe
without further obligations to the Federal Government, tttefeé agency elects to
do so, the title must be a conditional title. Title must vest in the County subject to
the followingconditions:
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1. Use of equipment for the authorized purposes of the project during
the period of performance, or until theoperty is no longer needed
for the purposes of th@oject.

2. Notencumbethepropertywithoutapprovalof the Federabwarding
agency or pastiroughentity.

3. Use and dispose of the property in accordance with 2 CFR 200.313

(b), (c) ande)

b. Use:Equipment must be used by the County in the program or project for which it
was acquired as long as needed, whether or not the project or program continues to
be supported by Federal Award, and the County must not encumber the property
without prior approal of the Federal awarding agency. When equipment is no
longer needed for the original program or project, the equipment may be used in
other activities in the order of priority as set forth in 2 CFR 200.313&(){())

c. Management Requirements: Procedufes managing equipment (including
replacement equipment), whether acquired in whole or in part under a Federal
award, until disposition takes place will, as a minimum meet with following
requirements: 1) Property records must be maintained that inclustcapdion of
the property, a serial number or other identification number, the source of funding
for the property (including FAIN), who hold title, the acquisition date, and cost of
the property, percentage of Federal participation in the project costefbederal
awardunderwhichthepropertywasacquiredthelocation,useandconditionof the
property, and any ultimate disposition data including the date of disposal and sale
price of the property. 2) a physical inventory of the property must lee tahkd the
results reconciled with the property records at least once every two years. 3) The
Requesting Department along with the Property Inventory Clerk should ensure that
equipment is part of the control system to ensure adequate safeguards to prevent
loss, damage, or theft of the property as set forth in Chapter 12 of the Policy. Any
loss, damage or theft must be investigated. 4) The Requesting Department should
ensure that adequate maintenance procedure is performed to keep the property in
good condibn. 5) The County shall follow the process as outlined in Chapter 12
and below to ensure the highest posgibtarn.

i. The Requesting Department shall coordinate with the Property Inventory
Clerk to provide information as needed for their records anuaimtain
information and comply with the above requirements.

d. Disposition: When the original or replacement equipment acquired under a Federal
award is no longer needed for the original project or program or for other activities
currently or previously supported by the Federal awarding agency, except as
otherwise provided in Federal statutes, regulations, or Federal awarding agency
disposition instructions, the County must request disposition instructions from the
Federal awarding agency ifqeared by the terms and conditions of the Federal
award. Disposition of the equipment will be made as follows, in accordance with
Federal awarding agency dispositioatruction:

1) Items of equipment with a current per unit fair market value of $5,000.@8%r
may be retained, sold, or otherwise disposed of with no further obligation to the
Federal awardinggency.

2) Except as provided in 8200.312 Federailyed and exempt property, paragraph
(b), or if the Federal awarding agency fails to provide requesigabsition
instructions within 120 days, item of equipment with a currenupérfair market
value in excessof $5,000may be retainedby the County or sold. The Federal
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awarding agency is entitled to an amount calculateanbitiplying the current
mar ket value or proceeds from saloé by t
the participation in the cost of the original purchase. If the equipment if sold, the
Federal awarding agency may permit the-Rederal entity to dedt and retain

from the Federakhare$5000r tenpercentof the proceedswhicheveris less for its

selling and handlingxpenses.

3) The County may transfer title to the property to the Federal Government or to an
eligible third party provided that, in duccases, the County must be entitled to
compensation for its attributable percentage of the current fair market value of the
property.

4) In cases where County fails to take appropriate actions, the Federal awarding
agency may direct the County to take dispias actions.

CHAPTER 156 ACCEPTANCE OF PAYMENT CARDS
The Monroe County Policy and Procedures for Acceptance of Payment Card establishes detailed

proceduresndpolicieswhich controltheacceptancef paymentcards.ThePolicy andProcedures
are to bedollowed and is attached hereto@4..
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ATTACHMENT A.

MEMORANDUM
To: Purchasing Departmentl A: County Att or ney éegew@dpfovaly e ( f c
From: Date:
Subject: Request for CompetitivBolicitations

+

After obtaining legal approval have attached via email one (1) copy of the competitive solicitation
approved by legal and thidotice of Request for Competitive Solicitaticsss it will publish, containing a
copy of the approvik competitive solicitation (in .pdf format) and a copy of the notice, as it will publish,
(in Word format) for:

(Name as appears on the cover page of the Competitive Solicitation)

1. BOCC ApprovalDate: or
Asst. County Administrator or Counfydmin. Approval: Date:
(if emergency Asst. County Administrator or County Administrator must approve as per chapter 7 D.
Previously Approved Projects) and
Department DirectoApproval: Date:

2. Date Received for Leg8eview/Approval;

Legal ApprovalDate; ReviewingAttorney
Opening Date Assigndaly Purchasing: Dateassigned:
Date Notice Transmitted to Papers by Legal/Memo ReturnBépartment:

3. Require vendors to emailsigned originabf their bid (minimum required) or as specifieelow.

4. Contact person/phone # for questions regarsipegifications:

5. Advertising expenses are to be charged agaotsiunt;

6. Noticetorun 21 30 45 60 (circleone)or___ days prior to bidpening.

7. To add “supplemental suppliers” please email a

company name and email addres®MB-Purchasing@monroecountlygov

8. In addition to tle local newspapers, please place notice in the folloadwertising
newspapers.
Must have Department Director approval for additional advertising

Enclosures: One (1) copy of approved competitive solicitation and notice emailed-to omb
purchasing@monroecountlygov and if applicable, Supplemental Suppliers Excel Spreadsheet

Revised BOCC 10/21/2020
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ATTACHMENT B.a.

(Sample Form 1)

NOTICE OF REQUEST FOR COMPETITIVE SOLICITATIONS

NOTICE IS HEREBY GIVEN that on My 10, 2018 at 3:00 P.Mthe Monroe County
Purchasing Office will receive and open sealed responses for the following:

KEY LARGO Il ROADWAY AND DRAINAGE
IMPROVEMENT PROJECT
MONROE COUNTY, FLORIDA

Pursuant to F.S. 50.0211(3)(a), all published competitive solicitation notices can be viewed at
www.floridapublicnotices.coma searchable statewide repository for all published legal notices.
Requireanents for submission and the selection criteria may be requested from DematdStar
www.demandstar.comOR www.monroecountyfl.gov/bids The Public Reord is available at the
Monroe County Purchasing Office located at The Gato Building, 1100 Simonton Street, Room 2
213, Key West, Florida. All Responses must be sealed and must be submitted to the Monroe County
Purchasing Office.

Publication dates

Citizen Mon., 03/26/18 & 04/02/18

News Barometer

Keys Weekly

(pleasenotethat asper F.S.336.44publication at leastonceeachweekfor 2 consecutiveweeks
is required for road projects. Consult with the reviewing county attorney for specific
advertising requirements.
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ATTACHMENT B.b.

(Sample Form 2’

NOTICE OF REQUEST FOR COMPETITIVE SOLICITATIONS

NOTICE IS HEREBY GIVEN that onWednesday, November 18, 2020, at 3:00 P.Mhe
Monroe County Purchasing Office will regeiand open sealed responses for the following:

1St'STREET and BERTHA STREET ROADWAY IMPROVEMENTS PROJECT
MONROE COUNTY, FLORIDA

Pursuant to F.S. § 50.0211(3)(a), all published competitive solicitation notices can be viewed at:
www.floridapublicnotices.com a searchable Statewide repository for all published legal notices.
Requrements for submission and the selection criteria may be requested from DemandStar
www.demandstar.comOR www.monroecountfl.gov/bids. The Pulic Record is available upon request.

Monroe County Purchasing Department receives bids electronically.Please do not mail or
attempt to deliver in person any sealed bids. Mailed/physically delivered bids/proposals/responses
WILL NOT be accepted.

The Monroe County Purchasing Department hereby directs that bids be submitted via email to:
OMB -BIDS@monroecountyfl.gov, no later than 3:00P.M., on 11/18/2020. Please submit your
confidential financial information in a SEPARATE EMAIL from your bid and required
documents. Your subject line on both emails must read as follows:

15 Street and Bertha Street Roadway Improvement Project 11/18/2020

Files that do not contain this subject line WILL BEREJECTED. Please note that the maximum

file size that will be accepted by email is 25MB. Please plan accordingly to ensure that your bid is

not rejected dueto the file size.Should your bid documentsexceed?5MB, in advanceof the bid

opening, please eméi omb-purchasing@monroecountyfl.gov so accommodations for delivery of

vour bid can be made prior to the bid opening. Pl ease be advised that it
responsibility to ensure delvery of their bid and waiting until the bid opening to address or

confirm your bid submission delivery will result in your bid being rejected.

The bid opening for this solicitation will be held virtually, via the internet, at 3:00 P.M., on
November 18, 20. You may call in by phone or internet using th&llowing:
Join Zoom Meeting
hitps://mcbocc.zoom.us/j/4509326156
Meeting ID: 4509326156
One tap mobile:
+16465189805,,4509326156# US (New York)
+16699006833,,4509326156# US (San Jose)
Dial by your location:
+1 646 518 9805 US (New York)
+1 669 900 6833 US (San Jose)
L
Citizen & Miami Herald: Sat., 10/03/2020
Keys Weekly: Thur., 10/08/2020
News Barometer: Fri., 10/09/2020
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ATTACHMENT B.1.

APPROVAL TO ISSUE ADDENDUM

All addenda to a request for sealed competitive solicitations must be available for viewing on
Demandstar no latehan five (5) days prior to the advertised opening (not counting the day of
the opening) and/or in compliance with any other applicable requirements. Addenda shall clearly
point out any addition or change to the specifications.

It is the responsibility of the Requesting Department Director to ensure that all addendis
reviewedand approved by legalprior to submissionto Purchasing.

All addenda must be accompanied by tApgproval to Issue Addenduform which must be
executed by the reviewing County Atbey or Assistant County Attorney and the Requesting
Department Director (as applicable) or their designee PRIOR to submission to Purchasing for
approval and execution by the Purchasing Director or designee. Addenda received by Purchasing
without this formor without proper execution will be returned to the Requesting Department
Director.

County Attorney or AssistantCounty Attorney Date

Department Director (or designee) Date

Purchasing Director (or designee) Date
Re:

(Name as appears on the cover page of the Competitielicitation)
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ATTACHMENT B.2.

MONROE COUNTY
INVENTORY DELETION REQUEST

TO: , Property Clerk FROM:
Finance Dept., Stop 8
DATE:
M.C. Serial Asset Date Original & Est.
[.D. Number Number Description Purchased | Present Value

CHECK ONE (1) APPROPRIATE LINE BELOW:

APPROVAL TO ADVERTISE FOR BIDS.
APPROVAL TO DISPOSE OF IT.
APPROVAL TO REMOVE FROM INVENTORY AND DONATHO:

REASON FOR REQUEST:

PREPARED
BY: DATE:

Signature

DEPARTMENTDIRECTOR
APPROVAL:

Signature
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MONROE COUNTY

COMPUTER RELATED EQUIPMENT

INVENTORY DELETION REQUEST
(ATTACHMENT B.3.)

TO:  Property Clerk FROM:
Finance Dept., StoB
DATE:
M.C. Serial Date Original & Est.
[.D. Number Number Asset Description Purchased | Present Value

CHECK ONE (1) APPROPRIATE LINE BELOW:

APPROVAL TO ADVERTISE FOR BIDS.

APPROVAL TO REMOVE FROM INVENTORY AND DISPOSE OF IT.

APPROVAL TO REMOVE FROMNVENTORY AND DONATETO:
REASON FOR REQUEST:

PREPARED BY:

DATE:
Signature
Printed Name
DEPARTMENT DIRECTOR APPROVAL
Signature

Printed Name

INFORMATION TECHNOLORY

APPROVAL.: Signature

Printed Name

Rev. BOCC 7/15/2015 (8)
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MONROE COUNTY
FIXED ASSET TRANSFER FORM

(ATTACHMENT B.4.)

TO: .Property Manager FROM:

FINACE DEPT, Stop #8

ASSET I.D. NUMBER & DESCRIPTION

SERIAL NUMBER

LOCATION
FROM:

LOCATION
TO:

Cost Center Number:

CostCenter Number:

Cost Center Name:

Cost Center Name:

Location of Asset:

OWNERSHIP CHANGE: YES

DATE:

SURRENDERING
DEPARTMENT:

NO

RECEIVING DEPARTMENT:

Print name:

Print name:
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ATTACHMENT C.

MONROE COUNTY
BOARD OF COUNTY COMMISSIONERS
PURCHASING CARD POLICY & PROCEDURES

PURPOSE To establish those procedures under which departments will control the use
of Purchase Cards assigned to and utilized by Board of County Commissioners (BOCC)
employees and BOCC appointed County representatives as approved byd30IGtibn

for purchasing nomestricted commodities and services on behalf of the BOCC. These
procedures are intended to accomplishfohiewing:

1. To ensure that the procurement wiBurchasing Cards is accomplished in
accordance with the policy and procedure established within this and other sections
of thismanual.

2. To enhance productivity, significantly reduce paperwork, improve controls, and
overall cost associated wigurchases.

3. To ensure appropriate internal controls are established within each department
procuringwith PurchasingCardssothattheyareusedonly for authorizeurposes.

4. To have timely and meaningful management reports which detail and summarize
periodicactivity.

5. To ensure that the BOCC bears no legal liability from inappropriate use of
Purchasingards.

6. To provide a convenient method for purchases, consolidate payments, improve

customer service, reduce transaction cost, streamline processes, and capture
spendingnformation.

7. Ensure prompt payment v@ndors.

8. Provide hard data on purchase activity with vendors in order to achieve daywings
negotiated discounts based upon the volume of business witartter.

9. Specific advantages within the Purchasing G&nabram itself include the various

ways that limits, and restrictions can be established that allow the tailoring of
individual cards to fit the needs of the user. This will extend purchasing
responsibility to more individuals than in the current purcltaginvironment,
while maintaining or even increasiagcountability.

The success of the BOCC Purchasing Card Program relies on the cooperation and
professionalism of all personnel associated with this initiative. The most important
participant is the Cardider. The individual user is the key element in making this program
successful.

Finally, it is intended that the procedures established herein are viewed as minimum
standards$or eachdepartmentwho maywishto establishadditionalcontrolsbeyondthose
suggested by thaerocedures.

SCOPE This procedure will be applicable to those departments who have selected
employees to use Purchasing Cards to purchase goods, services, travel and training, filing

fees for cases f i | e diceloyforspkeodic eQuendituteyinckired or ney ' s

under conditions approved by these procedures, i.e., emergencies. The decision of when a
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Purchasing card is issued, to whom, and the dollar limitations will be as requested by the
Department Director and approved by the Budgetl FinanceDirector and/or the
Purchasing Card Program Administrator.

APPLICABILITY : This procedure applies to aépartments of the BOCC.

BACKGROUND : A number of unique controls have been developed for this program that
doesnotexistin atraditionalcreditcardenvironment.Thesecontrolsensurghateach card
can be used only for specific purposes and withiniSpellar limits.

In addition, certification of all purchases is required by each Cardholder, with verification
performed by their immediate supervisor before payment is made to the vendor.

LIMITS AND RESTRICTIONS : The following limits can beniquely established:

1. Spending amount per day, billing cycle, and monthThe Cardholder can only
incur transactions totaling a predetermined dollar amount within any defined
period.

2. Number of transactions per day, billing cycle, and monthTheCardholder can

only incur a predetermined number of transactions within a predeferezt.

3. Single Purchase Amount A limited dollar amount for any single transaction.
Cardholders shall not split transactions to stay within timeits.

4. Merchant Categay Codes (MCC). The MCC are assigned by VISA to a
merchant which identifies the primary type of goods or service they provide. The
MCC aredesignedo offer everycombinatiorpossibleandrestrictionsareimposed
at the point of sale if the blocked merchamquests authorization for the
transaction.

BENEFITS: There are many benefits to using the Purchasing Card including:
1. Board of County CommissionerdBenefits

a. Simplifies the purchasing process for the large number of low dollar
purchases, freeing up tarfor large dollapurchases.

b. Significantly reduces the overall transaction processing cogupenase.

C. Increasedhccountability.

d. Provides management information electronically which is currently
unavailable.

2. Cardholder Benefits

a. Convenience gbpurchasing without an intensive Requisition/Purchase
Order processingystem.
b. Expedites the delivery of goods or services to thesjah
C. Expands the list of merchants from whom purchases carae.
3. Merchant Benefits

a. Expedites payment to the merchaithin 48hours

b. Reduces merchant paemwok ai ned “account
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C. Lowers risk olnonpayment.

TRAINING : All Cardholders must attend training and sign the Cardholder
Agreement form confirming that he/she has been fully trained and understands and
will abide by all policies and procedures prior to receiving a Purchasing Card.

1 Participating in the Purchasing Card Program is a privilege being offered
by the BOCC. If the County Administrator through the Purchasing Card
Program Administrator becomes aware ofy amappropriate or late
approval of transactions, Cardholder privileges magdneelled.

2. It is expected that the Purchasing Card Procedures and Purchasing Card
Training Manual will assist you in making this prograsuacess.

1. CARDHOLDER SPENDING LIMITS

1.1. The Delegation of Authority that has been provided to each Cardholder will set
the maximumdollar amountfor each single transactionup to a maximum
amountof
$4,999.99 at the Director Level and $2,499.99 for the smaltstmoked
products andervices or for travel and training. Each time a Cardholder makes
a purchase with his/her Purchasing Card, this limit will be checked, and the
authorization request will be declined should the amount exceed the limitation.

1.2.  Purchasing Cards issued to theydr and County Commissioners,
County Administrator, Assistant County Administrators, Department
Directors, Purchasing Card Program Administrator, Purchasing
Agents/Buyers may be authorized for a higher maximum amount per
purchase.

1.3 Purchasing Card Ryam Administrator or Backup Purchasing Card
Administrator may establish different limits for each employee with
the recommendation of the employee’ s
approval by the County Administrator or Assistant County
Administrator. Assistant County Administrators or Purchasing
Directormaydelegateuthoritywhen and where such action is deemed
necessary.

2. USE OF PURCHASING CARD

2.1. THE PURCHASING CARD IS TO BE USED FOR BOCC
PURCHASES ONLY. CASH ADVANCES THROUGHBANK
TELLERS OR AUTOMATED TELLER MACHINES ARE
STRICTLY PROHIBITED.

2.2. CARDHOLDER RESPONSIBILITY- The Purchasing Card that the
Cardholder receives has his/her name embossed on it and tishalkrd
not be lent to any othgrersonor used for expenses afiy other person

221. EveryCardholdersresponsibléor thesecurityof theirPurchasing Card.
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All precautions shall be used to maintain confidentiality of the
Cardhol der’s account number and expir
Card.

CONDITIONS FOR USE- Thetotal of a single purchase to be paid for using
the card may be comprised of multiple items but cannot exceed the authorized
single invoice limitation. Purchases will be denied if any preset limits are
exceededPayments for purchases are not to be splih order to stay within

the single purchasdimit .

When using the Purchasing Card, Cardholdboild:

241.  Ensure that the goods or services to be purchasedl@mable.

242. Determine i f the intended purchase is
Cardlimits.

243.  Advise the supplier/merchant that the purchase will be made using the
VISA Purchasing Card iadvance.

244.  Inform the merchant that the purchasetag-exempt Review the
receiptbefore leaving the store and if taxes were included, request a
credit.

245.  If using the Purchasing Card for travel, membership dues, conference,
training or other transactions that require prior approval, make sure all
appropriate forms are completed and approved prior to making the
purchase.

When placing telephone andtérnet orders, Cardholders should notify the
merchant in advance and request that a credit be processed for the amount of
the taxcharged.

251.  If you placeatelephoneor internetorderand salestax was charged,
contact the merchant and request thatealit be processed for the
amount of the tagharged.

252,  Purchases made in Florida and for use in Florida are exempt from
Florida sales and use taxes.

253, As with all BCOC purchases, the Cardholder must be diligent when
dealing with the merchant regarditages.

254. Make sure the merchant understands that charges are not to be
billed until the item(s) are received by theCardholder.

255, If an item(s) is not currently in stock, and is back ordered, remind the
merchant that the Purchasing Card cannot be billgid the back
ordered item(s) are received by tbardholder.

256. To ensure prompt delivery of items ordered by telephone or by internet,
provide the merchant with the appropriate County Business Address

for delivery. Do not use a Personal “
257.  Instruct the merchant to send the sales receipt directly to the Cardholder
and not to send an invoice to the Cler
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2.6.

2.7

258.

be paid by the merchant’s financi al i

Tell the supplier/merchant that any shipping or deliiess must be
included in the unit price- FOB: Destination. (A delivery point in
MonroeCounty.)

Returrs and credits foMerchandise Purchased with the Car@ardholder is
responsible for managing any returns/exchanges and ensuring that proper credit
is received for returnecherchandisecancelled registrations, and postponed
travel arrangements

261
262

263.

Contact the vendor and obtain instructionsré&urn.

The Purchasing Cavldministratorwill r eviewthenext card statement

to ensure that yowrccount is properly credited for theturn.

A pattern of returns and exchanges that indicate improper or inaccurate
initial product selection shall be reviewed and may result in loss of
privileges for the cartolder.

The Purchasing Card may be used ti@mvelrelated expensesmall non
stocked products and services, training and other County business related
expenses dvllows:

2.7.1.

2.7.2.

2.7.3.

2.74.

2.75.
2.76.
2.17.7.

2.7.8

2.7.9
2.7.10
27.11

2.7.12

When Cardholder must check a bag, and the airline imposes a charge,

the check bag chargeaiowed.

A 20% tip for taxi drivers is allowed. The tip shoutetexceed 20% and

should be included as part of the origina
Hotel internet charges necessary to conduct OFFICIAL COUNTY

BUSINESS while on County travel is allowed. Traveler must certify on

the daily transaatin log and official Florida State Travel Voucher that

the expense was required to conduct Cobnsjiness.

Airline tickets. (If purchasing airline tickets in advance, you must submit

an advance travel voucher in addition to the Daily Purchase Report. Upon

return from travel, Cardholder must complete and submit a final travel

along with supporting documentation to the Purchasing Card

Administrator for them to be able to close out any travel advances made.)

Rental vehicles and related expenses e.g., totgelsaanduel expenses

Non-Ethanol fuel for Marine BoatinBesources

Filing fees for cases filed by the Cou
credit card convenience fees that may be imposed by Federal, State or

Local Clerks).

Feedmposed by any Federal, State or Local agency for waskreices
performed to Countpwned or operated locations including
applications, permits, and credit card convenience fees

Registration fees fazonferences

Educational coursmaterials

Books, periodicals, magazines and subscriptions in paper, online or
electronic format with publishers, distributors asethdors.

Fuel for County vehicles used to conduct business outside of the County.
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DOCUMENTATION, RECONCILIATION AND PAYMENT
PROCEDURES

Documentation- Any time a purchase is made that will be paid using the
PurchasingCard, the Cardholderis to obtaina customercopy of the receipt,
which will become the accountirtipcument.

Missing Documentatior Missing documentation may result in the cancellation

of the empl oy e eNO®xcgptionswilhbe made. ardhaderd .
must keep all receipts, boarding passes and any other documentation such as
packing slips registratioretc. as normally required by the Clerk of the Court

for payment.

Payment and Invoice ProcedureRurchases made by employees will be paid

by the Clerk’s Of fhascverified the teansactioa in®ar d hol de
finance systemand the approvingfficia | Verdicationhasbeencompletecand
thecostcenterandspend categorlgas been assigned for eadnsaction.

331 ReceiptssThe Purchasing Card receipt or Ve
purchases must be supplied. When purchases are conducted by
telephone, you must fill out the Telephone Order Forms and request the
vendor to forward the receipt to you. These receipts, and anghbele
Order Forms, are to latached at the time of the@ard Verification in
the finance systentailure to keep adequate receipts will lead to the
loss of Purchasing Cardorivileges.

332, The Puchasing Card issudheria Bank/First Horizomvill provide ane
copy of the billing statement to the Program Card Administrator at the
end of the billing cycle. The Cardholder may request a copy of the
billing statement at any time. This statement will have a listing of all
items processed with the billing cyclen additionto the monthly billing
statement, the Purchase Card Administrator or designee will periodically
review the Car dho lberia BanldFirss Hoazore me n t us i
Commercial Caran-line services.

333. Immediately following a purchase, the Caottter must submit the
charge slip t o hi s/ her depart ment
supervisor. The charge slip mus included as aattachment when
verifying the RCard transaction in the finance systemCé&rd
transactions must be verifiedithin three (3) business days. Non
compliance may mean denialfofure use, or other disciplinaaction.

334. The depart ment ' sP-Cdrdtraesactiooeceivedéram ews t he
the Cardhol der and where applicabl e,
attachedto the transaction in the finance syste@nce review is
compl eted, the degpaavetmeransattionthchi r ect or w
three (3) days after receipt notification in the finance system.

S

335. Travet The Purchasing Card Issuer will issied “ St aoh a me nt
scheduled basis each month. It will be the responsibility of the
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Cardholder to provide his/hdelegatedepresentative with the recespt

for that month should travel or extended leave be scheduled at the time
the statement is due and/the will not be able to complete the
statement. Thdelegatedepresentative wilinclude the travel receipts

as an attachment when verifying th&CBrd transactions in the finance
system.

336. The Purchasing Card Administrator will be responsible for vevig
each PCard transaction verification event in the finance system.
Review will include checking for accuracy of uploaded attachments,
verifying approval of purchases, and resolving any questions on
purchases.

4. TRANSACTION APPROVAL

4.1. Approval of the transactionghat a Cardholderhad madeusing their
Purchasing Cards will not be totally defined in this procedure.
Department Directors, because of his/her knowledge of the job
responsibilities of Cardholder, are required to look eah
Cardlbml der’' s purchases, and at the merchant
determine if these items were for Official Use and if they were items allowed
to be purchased in accordance with the instructions provided.

4.1.1. If for any reason the Department Dioecuestions the purchase(s), it is
his/her responsibility to resolve the issue with the Cardholder. If they
cannot be satisfied that the purchase was necessary and for Official Use,
this would include an accidentalr inadvertent purchase, then the
Cardhdder must provide an immediate payment for the purchase or a
Credit Voucher proving the item(s) had been returnedrdit.

4.2. The County Administrator will be responsible for resolvatguses by
each Cardholder. Appropriate disciplinary action will beetakgainst
any Cardholder who misuses their privileges of up to and including
dismissal.

421 Should it be evident that an unauthorized purchase was knowingly made,
the County Administrator will determine what action will be taken based
on the facts presentéy the Purchasing Card Progr&dministrator.

5. DISPUTES/UNAUTHORIZED CHARGES

5.1. If a suspicious charge appeé&os verification in the financeystemthe
Cardholdershould first attempt to verify the charge with records of
purchase. If th€ardholder does not agree with the charge pasttae
finance systemthe Cardholder must notify th&urchasing Card
Administratori n wr i ti ng, using thAcopyCar dhol de
of the “Cardhol der atlachedpta thee-Rafelo r m” wi ||
Verification Event in the finance systeitheP-Card Administrator will
work with the bank to research the disputed charge and make the
necessary adjustments.
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5.2  Credit to Account- When the bank receives proper notification of a
disputedchargethechargeamountwill beremovedrom thetotal owed
by BOCC and shown on thenonthly Iberia Bank/First Horizon
st at e memditeda si Veenithe dispute is resolved, the charge
will either be removed from theonthly statement (if the charge was
i mproper) or charged to the Cardhol der
the charge wagalid).

53 If items purchased with the Purchasing Care found defective or the
repair or services faulty, the Cardholder has the responsibility to return
item(s) to the merchant for replacement or to receive a credit on the
purchase. (Returns that require shipping will be coordinated through the
Purchasing Department.) CASH REFUNDS WILL NOT BE
PERMITTED. If the merchant refuses to replace or correct the faulty
item, then the purchase of this item will lwensidered to be in

DISPUTE.
5. A disputed item must be noted on the
addition a “Cardholder’”s Statement of Di

completed by the Cardholder with appropriate documentation attached,
if necessary. This form will be forwarded with the statement through the
endof-month processing cycle for tseatement.

55. It is essential that the time frames and documentation requirements
established by the Purchasing Card Issuer be followed to protect the
Cardhol der’s rights in dispute. Di sput
by the Purchasing Card Issuer will pevided at the time Purchasing
Cards are issued @ardholder.

56.  Fraudulent or improper items may be covered by the Liability Waiver.
However, disputed items are not considdraddulent.

REQUEST FOR INITIAL. ADDITIONAL OR CHANGES TO
PURCHASING CARD

6.1. Requests for a new Cardholder or changes to a current Cardholder will
be done by submitting “Request for Pur
will be processed by the affected Department Director, who will forward
the request to the Purdiag Card PrograrAdministrator.

6.2. All requestdor PurchasingCardsmustbe approvedoy the Purchasing
Card Program Administrator and/or the Budgmetl Financ®irector.

6.3. The Purchasing Card Program Administr a
t o CslAecoukts Payable/Receivable Department anddkepnt.

6.4. When Purchasing Card Program Administrator receives the Purchasing

Card from the credit card issuer, they shall print on the back of the card
t he foll owiSnege sDtRal tVelEnieEnsi S E J
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7. CARD USAGE DURING DISASTER EVENT

7.1 During Hurricane season or other disasters, the Purchasing Card Program
Administratormay increase¢he monthlylimit for selectedCardholders.
The Purchasing Card Program Administrator wtlate the accounts in
the Bank’s online program to reflect t
the emergency situation is over, the Purchasing Cards will be returned
to the previoushapprovedspendindimits by updatingtheaccountsn
theB a n lorlireprogram.

8. ANNUAL INVENTORY OF PURCHASING CARDS

On an annual basis, the Purchasing Card Program Administrator will prdigtle a

of Purchasing Cards issued to employees for each department. The Purchasing Card
ProgramAdministratorwill conducta physicalinventoryof PurchasingCards and
prepare a report on the results of the physical inventory. Additionally, spot check
inventories of partial or whole departments may be held at any time and without
prior notification.

9. LOST OR STOLEN PURCHASING CARDS

9.1. Should an employee lose or have their Purchasing Card stolen, it is the
responsibilityof the Cardholdeto immediatelynotify thecreditcardissuer,
their DepartmenDirector,the PurchasingCardProgramAdministratorand
t he CI| er k 'Payablé/Receivable tDepartment of the loss. The
telephone number of the credit card issuer will be provided when the
Purchasing Card is issued to tbardholder.

9.2. Toreport a lost/stolencard:
The Cardholder must cdberia Bank/First HorizorCustomer Service, at

800-290-4782immediately upon discovering that the card has been lost or
stolen. Help is available 24 hours a day. Also call the BOCC Purchasing
Card Administratomsearly aspossibleon the first availablebusinesslay
during normal business hours at (329p-4467.

9.3. Failure to promptly notify the issuing bank of the theft, loss, or
misplacement of the Purchasing Card could make the BOCC and/or the
Cardholder responsible for any fraudulent use of the catdesult in loss
of privileges and/or disciplinary action for t@ardholder.

10. EMPLOYEE TERMINATION/TRANSFER

10.1 A Cardholder who terminates their employment must relinquish their
Purchasing Card at the time of the separation from BOCC to their
Departnent Director who will forward the card to the Purchasing Card
Programs Administrator. The Purchasi@grd ProgramAdministrator
wi || notify the bank and the Cardhol d
deactivated. A Cardholder who fraudulently usesRhechasig Card
after separation from BOCC will be subject to legal action.
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Transfer of an employee within their Departmerit a Cardholder is
transferred within their department, it will be the responsibility of the
Department Director to deternarif the Cardholder should retain his/her
current Purchasing Card. If it is determined that the Purchasing Card
should be kept by the Cardholder, the master file will be changed upon
notification to the Purchasing Card Program Administrator, ugieg
New Card/Change From, thereby eliminating the need for issuing a new
Purchase Card.

102. Transfer of an employee to another BOCC Departmérat Cardholder
is transferred to another BOCC department, it will be the responsibility
of the new Department Diramtto determine if the Cardholder should
retain his/her current Purchasing Card. If it is determined that the
Purchasing Card should be kept by the Cardholder, the master file will
be changed upon notification to the Purchasing Card Program
Administrator,using the New Card/Change Form, thereby eliminating
the need for the issuing of a new Purchasiagd.

103. Purchasing cards cancelled for any reason, shall be destroyed by cutting
it down the center of the magnetic strip and returning both patt®to
Purchasing Card Program Administrator for recordingdesdruction.

RENEWAL CARD

11.1. The Cardholder will be notified by the Procurement Card Administrator when
the renewal card arrives. The Cardholder may authorz®#partment Reconciler
to pick up the Procurement Card by notifying Procureramt
Administrator.

AUDITS/REVIEWS

12.1. The Card Program Administrator may randomly review Card activity usage
and receiptetention forcompliance.

122. The Clerk’s office may <conduct random
receipt retention, reconciliations, and compliarate,

FEEDBACK
Your feedback regarding this program is important. The Purchasing”@aychm

Administrator needs to know if you have any issues and we welcome suggestions
for improvement.
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14.

15.

ACCOUNTING/PURCHASING PROCEDURES AND ACCOUNTING/
TRAVEL AND TRAINING PROCEDURES

Theseproceduresnustbein compliancewith MonroeC o u n PuychasingPolicy
andProceduresandmustbeincorporatedvith the Stateof FloridaPurchasingard
Guidelines, wherapplicable.

MERCHANT SIGN-UP

It is important to the success of the Purchasing Card Program that merchants
interested in doing business with the BOCC via the Purchasing Card receive
assistance in doing so. If merchants currently accept VISA credit cards, they are
already equipped to eept BOCC Purchasing Card&. merchant who is not
currently accepting VISA credit cards should contact thirfinancialinstitution
orothermerchantervice provider.
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QUICK REFERENCE

1. What isa Purchasin@€Card?

V4

A credit card that is used as an alternative payment method forosrhe|
purchases, travel and training, expenditures forstooked products and

services, and filing fees for cases

as otherwse approved for the individu@lardholder.

2. What re the advantages of using the PurchdSarg?

V4

z

Improved user satisfaction due to prompt order confirmation and
accelerated producgceipt.

Improved vendor relations by eliminating the potentiall&e payments

the vendor is paid within 48ours.

3. Who may have a Purchasing Card, and how do you otah

~

z

Any Commissioner and/or employee responsible for making purchases that
is recommended by their Department Director and is approved by the
Purchasing Card Prografidministrator.

4. What is the responsibility of tHeardholde?

ag

z Upon acceptance of the Purchasing Card, employee must sign a
“Cardhol der Agreement”. Signing this
receipt of the card and acceptanceesfonsibility for abiding by the terms
and conditions of the agreement.

z Ensure that usage of the card conforms to procedures and that the card is
used only for official businepsirposes.

z Cardholder will obtain and verify charge receipts after gagichase and
attach to the Daily Purchase Card Purclasport.

z Cardhol der must obtain their Depart ment
Purchase Card PurchaReport.

z Initiate and handle disputetharges.

5. What is the De pesponsiiliegPnt Di rector’ s

z Identify and recommend employees who should be issued a Purchasing
Card.

z Identify and recommeniimitations.

z Ensure that the Purchasing Cards used in their department conform to
BOCC policy and program guidelines as well as the Purchasangal.

z Review and sign detailed Daily Purchase Card PurdRepert.

z Forward Reports with receipts to the Purchasing Card Program
Administrator.

6. What is the responsibility of the Purchasing Card Progkdministrator?

z Manage, authorizéerminate, and maintain a file of individuals authorized
to conduct Purchasing Cardnsactions.

z Respond to questions concerning Purchase €qrenditures.

z

Periodically review leraBdnk/BrkttHaizons act i vi

Card Managementen-line services.
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8.

9.

10.

11.

12.

How are purchasewade?
z Cardholder calls or visits vendor and placeder.

z Cardholder provides the vendor with the Purchasing Card number and
deliveryinstructions.

Does thePurchasing Card have a spendinujt?

z Individual transactions limited up to a papproved amount for small non
stocked products and services, for travel and trainimgas otherwise
approved by the Purchasing Card Program Administrator uticker
direction of the Budgeand Financ®irector and the Count&dministrator.

What happens if theankstatementis incorrect or an item needs toregurned?

z Cardholder notifieshe Purchasing Carldministrator if incorrect charge
is identified on théankstatement.

z Cardholder works with the vendor to arrange for returnestit.

z Purchasing Card Administratorerifies that credit appears on nbanhk

statement.

What types of purchases alowable?

z The Purchasing Card is to be used for purchases of small dollar
expenditures. These items can be purchased and picked up directly at the
vendor or can be ordered by telephone or internet and delivered to the
Cardholder.

What purchases adésalowed?

z The Purchasing Card cannot exceed limitations placed on the individual
card for nonrstocked products and services, for travel and training or as
otherwise approved by the Purchasing Card Progwministrator.

Splitting of requirements notallowed

Entertainmenéexpenses

Meals— TheCountyhasanordinancen effectwith respecto mealsplease

see Ordinance No. O@#15. Restaurant commodity codes will be
excluded, and meals gpeohibited.

Personause.

Cash advances or refunds, mooeger, or wirdransfers.

Fuel (except foCountyowned orrental vehicles while on CounBusiness)
Vehicle Repairs (excluding Flektanagemenor in the event of an
emergency whiléhe vehicle is out of the County

Alcoholic beverages.

Tobaccaoproducts.

Nonwork or personal use items asetvices.

Services such as consultantsonstruction.

Telephone CrediCard.

Usage of cardor expenses of any other persmther than th€ardholder.

NCN¢E N N¢ N¢CNC N(¢

N¢CNC NN NCN¢

It shouldbenotedthatthe PurchasingCardwill beusedby designategbersonneto
pay for issued Purchase Orders and other purchases not available to the general
users.
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DEFINITIONS

Appointed Representative— An individual the Departmerirector selects to act dheir

behalf.

Approver — A person delegated the responsibility of reviewing Cardholder transactions to
ensure the appropriateness of activity and timely processing of charges (Department
Director).

Billing Cycle—Themonthlybilling periodthatbeginsthefirst businesslay of eachmonth
andends thdast businesslay of each month with é&iday grace period before payment is
due.

Cardholder — The BOCC employee to whom a written Delegation of Authority has been
givengranting the use of the Purchasing Card to make purchases within present limits on
behalf of BOCC.

Cardholder Profile — Parameters that are set for a designated Cardholder that identify the
Cardholder, sets default accounting codes and provides ressiotiapending limitations

in the Purchasing Card system.

Cash Advance- Prohibited on the Purchasing Card as well as personal purchases.

Charge Slip/Documentation— Itemized list of individual purchases on receipt.
Contractor/Issuer — IberiaBank/First Horizon

Credit — Charged amount removed from total owed by the BOCC.

Cycle Limit — A maximum dollar value of charges and/or number of transactions#yat

be applied to a Cardhol derc¢yde. purchasing au
Daily Limit - A maximum dollar value of charges and/or number of transactions that may
be applied to a Cardholder’s purchasing au
Delegation of Authority — A document issued by the Purchasing Card Program
Administrator that established tihedividual as an authorized Cardholder. The delegation

of authority will specify spending and usage limitations unique to that Cardholder.

Delivery Address—Comp |l et e address including Cardho
(where applicable).
Designated Represntative i Depar t ment Director i's to re\

statement’s receipts and transactions to e
processing of charges and/or credits applied to that department.

Disputei Foritemspurchase@ndfounddefectiveor faulty, the Cardholdercanreturnthe

itemto themerchanwhowill initiate acreditthatwill appeaonthenextmo n t statemsent

of account.

MCC 1 Merchant Category Code assigned to merchant by the Credit Card Company, i.e.
VISA, which identifies the primary goods or services provided by the merchant.

Monthly Limit i A maximum dollar value of charges and/or number of transactions that
may be applied to a Cardholder’s purchasin
Non-stock Materialsi Materials not available through supply inventory.

Official UseT Necessary merchandise purchased for BOCC use.

Payer- The payer will be Monroe County Board of County Commissioners, through the
Finance Department, ensuring that adequate or appropcedentingcodesare assigned.
Purchasing Cardi A credit card that is used as an alternative payment method.

Purchasing Card Programs Administrator i The individual who is responsible for the
Board of County Commissioner s’ (BOCC) Purc
Reconcileri The individual who reconciles Cardholder receipts.

Reconciliationi Balancing charge slips with bank statement.

Servicesi Nonpersonal temporary work.
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Single Purchase Limiti Each Cardholder will be limited to a preset maximum amauoint

any single small norstocked product or service, for travel and training or as otherwise
determined by the Purchasing Card Progfaiministrator.

Small Purchasei An acquisition of supplies, and nqersonal services in the amount of
$999.99 or less and purdde without a Purchase Order.

Statementi Monthly record of charges and credits.

Tax Exemptioni All purchases shall be exempt from state and local taxes, in accordance
with state law.
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MONROECOUNTY
BOARD OF COUNTY COMMISSIONERS
REQUEST FOR PURCHASING CARD

To: Purchasing Card Prografsdministrator

From:

DEPARTMENT NAME
Subject: REQUEST FOR PURCHASINGARD

Request the following employee be authorized a BOCC Purchasing Card:

Full Name: (Typeor Print)

SampleSignature:

Title: EmployeeNumber:

FIl ori da Dr #ver's License

ImmediateSupervisor:

RestrictionsSinglelimitation:  $

Monthly limitation: $

Types of products to be authorized:

COUNTYADMINISTRATOR/ PURCHASING CARDADMINISTRATOR
ASSISTANTCOUNTY ADMINISTRATOR (TYPEORPRINT)
(TYPE ORPRINT)

SIGNATURE OFCOUNTY ADMINISTRATOR/ SIGNATURE OF PURCHASIN@ARD ADMINISTRATOR
ASSISTANT COUNTYADMINISTRATOR

cc: Authorized Employee
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MONROE COUNTY
BOARD OF COUNTY COMMISSIONERS

TRAINING ACKNOWLEGEMENT
&
CARDHOLDER AGREEMENT

| acknowledge having received Purchasing Card Training and agree to use the Purchasing
Card only foractual and necessary BOCC business expenses incurred by me in accordance
with the BOCC Purchasing Card Procedures.

| have read the Purchasing Card Training Manual and the Monroe County Purchasing Card
Polices& Procedureandagreeto abideby theproceduescontainedherein. | acknowledge

that use of this card for any purpose other than BOCC approved business expenses are
prohibited and will be grounds for corrective action, up to and including termination. In
addition, | agree that | must reimburse B@CC for any such prohibitetharges.

| agree to surrender the Purchasing Card immediately upon retirement, termination or upon
requesbf anauthorizedepresentativef theBOCC. | understandhatuseof thePurchasing
Card after privileges angithdrawn isprohibited.

If the card is lost or stolen, | will immediately notify tRerchasing Card Administratby
email atOMBPCard@monroecourty.gov or by phone at 302924467 In addition,|

will notify the issuing bank (Iberia/First Horizon) by telephone-800-290-4782. | will
confirm the telephone notification by email to the issuing bank and with a copy to my
Department Director and the Purchasing Card Administrator. | understandltirettta
promptly notify the issuing bank of the theft, lost, or misplaced Purchasing Card could
make me responsible for any fraudulent use of the card.

Cardholder:

TYPE OR PRINT NAME

Signature;

Date:

Department:

PhoneNumber:

cc: Cardholder

Revised BOCQ/21/2022
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Iberia Bank/First Horizon

CARDHOLDER STATEMENT OF DISPUTED ITEM

Company Name:

Cardholder Name:

Cardholder Account Number:

Statement Transaction Merchant Name/Description
Date Date
Amount Posting Date | Reference Number

Selectthe description most appropriate to your DispSighmit completed form to the Purchasing Card Administrator
and contact with any questions3ft5-292-4467.

Select an option below

1.

2.

8.

9.

| have been billed twice for the same purchase.

| have been billed for an incorrect amount.

| was informed by the merchant that | would receive a credit, which has not yet posted to my account.
| paid for thispurchase by other means.

| have canceled the service related to this transaction.

| did notreceive the merchandise/service ordered.

| have returned the merchandise and requested a credit from the merchant.

Merchandise that was shipped to me arrivadalged, defective, or different from what | ordered.

Other-The reason for my dispute is not described in the options above.

__10. | have no knowledge of this transaction and did not conduct or permit someone else to conduct this

transaction using my card.

Revised BOCC 1/21/2022
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PURCHASING CARD TELEPHONE AND
INTERNET ORDERS
(For Internal Use Only, Retainith Receipts)

Reminder: Board of County Commissioners is exempt from Florida $alesGive vendor the tax exemption
numberwhen placing order

I't is the Cardhol der’' s r es p o andintbriepurchages This formpatorgi n r ec e i
with receiptsshould be attached during theJard Verification in the financgystem.

Supplier Name

Phone Number

Date Order Placed

Order called in by

(Cardhol der
Order Called to (name o
supplier’s

Iltem # | Detailed description of items/services| U/l Quantity | Cost per U/l | Extended Cost:
ordered (size, etc.)

TOTAL PURCHASE:| $

Revised BOCC 1/21/2022
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Monroe County Purchasing Policy and Procedure

ATTACHMENT C.1

MONROE COUNTY
BOARD OF COUNTY COMMISSIONERS
POLICY & PROCEDURES FOR ACCEPTANCE OF PAYMENT CARDS

BACKGROUND

Acceptance of credit and debit cards (herein referred to as payment cards) as a payment method |
becomauniversalwithin boththe privateandpublic sectorsMany governmentsiow accepicardsfor

taxes, fines, user charges and fees. For a fee, a payment card processing service providihworks
a government entity to accept and process paymenpagndents.

Benefits to accepting payment cards include:

Enhanced customer service amhvenience.
Increased certainty abllection.

Accelerated payments and the availabilityusfds.
Improved auditrail.

Reduced cashieringpsts.

Improved overall cash flow arfdrecasting.
Lessenedlelinquencies.

Reduced return check processaugts.

Reduced collectionosts.

= =2 =42 -4_-5_49_9_9_2

ThePaymentCardIndustry,alsoknownasPCl, is madeup of themajorcreditcardcompaniege.g.,

VISA, Master Card, Discover and other major card issuers). PCl has esdbi@hmerchants
accepting payment cards for payment of goods and services important and stringent securi
requirements to protect credit card data. These are called the PCI Data Security Standards or "P(
DSS."Thesestandardéncludecontrolsfor handing andrestrictingcreditcardinformation,computer

and internet security, and reporting of a breach of creditickmanation.

PURPOSE

The purpose of this policy is to establish for authorized Monroe County departments busines
processesandr ocedures for accepting payment card
providethegreatesvalue,securityof data,andavailability of servicego eachcountycustomemwithin
therulesandregulationsestablishethy PClandarticulatedn PCFDSS.Additionally, theseprocesses
areintendedo ensurghatpaymentardacceptanceroceduresreappropriatelyintegratedwith the
County’s business gystemsesses and aut omated

In responséo increasingncidentsof identity theft, PCl createdhe PCFDSSto help preventtheft of
customedata.PCIDSSappliesto all entitiesthatacceppaymentardsto procuregoodsor services.
Compliancewith this standards enforcedby PClthroughguidelinesandself-assessmerior smaller
volume participants and through validatedsite inspection for larger volumgarticipants.
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Monroe County Purchasing Policy and Procedure

Following PCI guidelinepositions providers to effectively safeguard this dalt@wever it is often
discovered after a security breach has occurred that the company/entity breached had been defici
in at least one section of their PCI audit review.

Security breaches camsult in serious consequences for Monroe County, including release of
confidential information, damage to reputation, the assessment of substantial fines, possible leg
liability and the potential loss of the ability to accept payment card and eConpagroents.

DEFINITIONS

Cardholder: The customer to whom a payment card has been issued or the individual authorized t
use the card.

Cardholder Data: All personally identifiable data about the cardholder (i.e., account number,
expiration dategardholder name.)

Cashiering Services:MonroeCountydepartmenthatapprovesll third-party serviceprovidersand
coordinates the policies and procedures for accepting payareist

Encryption: The process of converting information into an unintddlgiform to anyone except
holders of a specific cryptographic key. Use of encryption protects information between the
encryption process and the decryption process against unauthorized disclosure.

Merchant Department: For the purposes of the ROISS andhis policy, a merchant department is
defined as a Monroe County department that is authorized to accept payment cards as payment
goods and/or services provided by Monroe County.

Merchant Department ResponsiblePerson(MDRP): A designate@mployeewithin eachMonroe
County Merchant Department who has primary authority and responsibility for payment card anc
eCommerce transaction processing within tegartment.

Payment Card: Any payment card/device that bears the logo of Discéieancial Services,
MasterCard Worldwide, or VISA, Inc. or other major credit card issuer.

Payment Card Account Change:Any change in the payment account including, but not limited to:

7z the use of existing payment card accounts for pewgoses;

z the altenation of business processes that involve payment card procassiniges;

z the addition or alteration of paymesyistems;

z the addition or alternation of relationships with thrakty payment card service providers,

and
7z the addition or alternation ogment card processing technologiesl@annel

Payment Card Industry (PCI)-Data Security Standard (DSS)A multi-faceted security standard

that includes requirements for security management, policies, procedures, network architectur:
software design anather critical protective measures.
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VI.

VILI.

Monroe County Purchasing Policy and Procedure

SeltAssessmentThePClSeltAssessmerfQuestionnairéSAQ)is avalidationtool thatis primarily
used by merchants to demonstrate compliance B@®SS.

Sensitive Authentication Data: Securityrelated information (card validation codes/values, full
magnetiestripe data, or personal identification number (PIN)) used to authenticate cardholders
appearing in plaktext or otherwise unprotected form.

APPLICABILITY

This policy applies to all Monroe County employees, contractors, consultants or agents who, in th
course of doing business on behalf of the County, accept, process, transmit, or otherwise hanc
cardholder information in physical or elecatro format.

This policy applies to all County departments and administrative areas which accept payment carc
regardless of whether revenue is deposited in a County financial account.

ACCEPTABLE PAYMENT CARDS

MonroeCountyBoardof CountyCommissioneracceptd/ISA, MasterCardDiscovercardsandhas
negotiated contracts for processing payment targactions.

PROHIBITED PAYMENT CARD ACTIVITIES

Monroe County prohibits certain credit card activities that include, but are not limited to:

N¢

Accepting payment cards for caativances.

Discounting a good or service based on the methpdyhent.

Adding a surcharge or additional fee to payment card transactions, except for payment card
fees as allowed by F.S. 215.322 and as set forttoie detaibelow

Zz Using a paper imprinting machine unless specifically authorized by Cowantggement.

NC N¢

No Monroe County employee, contractor or agent who obtains access to payment card or oth
personapaymeninformationin the courseof conductingousines®n behalfof the Countymaysell,
purchase, provide, share, or exchange said information in any form including but not limited to
imprinted sales slips, copies of imprinted sales slips, mailing lists, tapes, or other media obtained &
reason of a card transaction to any third p:
MasterCard or other credit card company, or pursuant to a goverregaast.

PAYMENT CARD FEES
Each transaction will have 2 sales slips; one slip will belfe County charge and one slip will be

for the associated fee charged by the credit card company. The fees will not be recorded in Monrc
County’s gener al | edger but wil|l be sent dir
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VIIIL.

XI.

Monroe County Purchasing Policy and Procedure
REFUNDS

Whenagoodor serviceis purchasedisinga paymentardandarefundis necessarytherefundmust

be credited back to the account that was originally charged. Refunds in excess of the original sa
amountor cashrefundsareprohibited.Theassociatefeechargedy thecreditcardcompanyis non
refundable. There is no fee charged by the credit card compamfuods.

CHARGEBACKS

Occasionallyacustomemill disputeapaymentcardtransactionultimatelyleadingto achargeback.

In the case of a chargeback, the County department initiating the transaction is responsible ft
notifying the Monroe County Clerk’”s Finance
documentation.

MAINTAINING SECURITY

z County deparhents and administrative areas accepting payment cards on behalf of the County
are subject to theCFDSS.

7 The County prohibits the transmission of cardholder data or sensitive authentication data vi
email or unsealed envelopes through County idé&gratmental mail as these are secure.

z The County requires that all external services providers that handle payment card infdieation
PClcompliant.

7 The County restricts access to chndtwol der
7z Forelectronicmedia,cardholdedatashall not bestoredon serversjocal harddrives,or external
(removable) media including floppy discs, CDs or thumb (flash) drives unless encrypted anc

otherwise in full compliance with PQISS.

7 For paper media, carditdr data shall not be stored unless approved for legitimate business
purposes.

RESPONSIBILITIES
Merchant Department Responsible Persons (MDRPgre responsible for:

7z Executing on behalf of the relevant County Departmieayment Card Account Acquisition
or ChangeProcedures

7z Ensuring that County employees (including the MDRP), contractors and agents with access t
payment card data within the respective County demattracknowledge in writing that they
have read and understood tRislicy.

z Ensuring that all payment card data collected by authorized County departments accepted in tt
courseof performing County businessyegardlessof whetherthe datais storedphysically or
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Monroe County Purchasing Policy and Procedure

electronically, is secured. Data is considered to be secured only if all of the following criteria are
met:

A Only thosewith a"needto-know" aregrantedaccesso paymentardandelectronicpayment
data;

A Email shouldnotbeusedto transmitcreditcardor personapaymeninformation. If it should
benecessaryo transmitcreditcardinformationvia emailonly thelastfour digits of thecredit
card number can kdisplayed,;

A Credit card or personaiformation is never downloaded onto any portable devices or media
such as USB flash drives, compact disks, laptop computers or personakgiggtnts;

A Fax transmissions (both sending and receiving) of credit card and electronic paymen
informationoccursusingonly fax machinesvhich areattendedy thoseindividualswhomust
have contact with payment card data to do tjodis;

A The processing and storage of personally identifiable credit card or payment information or
County computers argkrvers iprohibited;

A Only secure communication protocols and/or encrypted connections to the authenthed
are used during the processing of payment targactions;

A The three or four digit validation code printed on the payment cardvier stored in any
form;

The full contents of any track data from the magnetic stripaearer stored in anyorm;

The personal identification number (PIN) or encrypted PIN blocknawer stored in any
form;

The primary account number (PAN) is rendered unreadable anywhesoited,;

A All butthelastfour digits of anycreditcardaccounnumberaremaskedwvhenit is necessary
to display credit cardata;

A All media containing payment card or personal payment data is retained no longer than :
maximum of six (6) months and then destroyed or rendered unreaaladble;

A Notifying the Monroe Countynformation Technology Department in the event of suspected
or confirmedlossof cardholdedata.Detailsof anysuspectedr confirmedbreachshouldnot
be disclosed in any emaibrrespondence.

Information Technology Department shall regularly monitor and test the County network and

coordinate the County’s compliance with the
security controls of systems authorized to process credit cards.
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XII.

XIII.

XIV.

Monroe County Purchasing Policy and Procedure

The Information Technology Director shall ensure that Monroe County maintains currency with
the requirements of the POISS and related requirements to ensure that this policy remains current
and shal/l coor di nat e sedomadcecuriy brelachtinkodvingardhalderydata.

The Monroe County Clerk’s Finance Depart mei
Departments authorized to accept payment cards to:

z Provide training to ensure that County departments are treireatepting and processing
payment cards in compliance with thislicy;

z Work with external vendors and coordinate payment card policies, standards, and
procedures;

7 Serveasliaisonbetweerthebankandthemerchans e r v pravidesfdr PaymentCardaccount
acquisition or change procedurasd

7 Review and modify the Application for Payment Card Account Acquisition or Change as
necessary.

RESPONDING TO A SECURITY BREACH

In the event of an actual, possible, or suspected breach, the @epatyment must:

z Prevent any further access to or alteration of the compromised system(s) (e.g., do not log on at
the machine and/or changasswords);

7z Do not switch off the compromised machine. Instead, isolate the compromised system(s) from
the networkby unplugging the network connectiaable;

z Preserve logs and electromigidence;

2z Contact the County’'s Information Technol og
immediately for further directiorand

7 Log all actiondaken.
APPROVAL FOR PAYMENT CARD PROCESSING OR CHANGE PROCEDURES

To receive authorization to accept payment cards or change a payment card processing, the MDI
mustsubmitan Applicationfor AcceptingPaymentCardsor ChangePaymentCardAuthorizationto

the Monroe County Clerk’”s Finance Department
the appropriate Assistant Coutgministrator.

SANCTIONS

The County Administrator may suspend credit card account privileges of any department ol
administrative unit not in compliance with this policy or that places the County at risk.
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XV.

Monroe County Purchasing Policy and Procedure

Any departmenbr administrativeunit engagedn paymentcardactivitieswill beresponsibldor any
financial loss due to inadequate internal controls or negligence in adherindPOHDSS.

TRAINING

Employeesvhoareexpectedo begivenaccesso cardholdedatashallberequiredto completeupon
hire,andatleastannuallythereaftersecurityawarenesgainingfocusedon cardholdedatasecurity.
Employees shall be required to acknowledge at least annually that they have received trainin
understand cardholder securityquirements, and agree to comply with these requirements. The
Assistant County Administrator or MDRP may require employees to attend additional training as
needed.
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Monroe County Purchasing Policy and Procedure

ATTACHMENT D.
FORMS:

Monroe County Purchasing Authorization Form

Monroe County Request to Purchasé&ormd THIS FORM IS NO LONGER USED
Monroe County BOCC Audit Slipd THIS FORM IS NO LONGER USED

Vendor File RequestFormd THIS FORM IS NO LONGER USED

Contract Summary Form for Contracts Less Than$50,000.00

Contract Renewal Form for Contracts Less Thar$50,000.00

Change OrderForm

Change OrderAttachment

Public Entity Crime Statement

Sworn Statement Under Ordinance No. 010990 Monroe County Florida
Non-Collusion Affidavit

Drug-free Workplace Form

Vendor Certification Regarding Scrutinized Companied.ists

Minority Owned -Business Declaration (required as per thprovisions
outlined in Chapter 14-Federal FundingRequirements)

Anti -Lobbying Certification (required when the contract exceed$100,000.00
per the provisions outlined in Chapter 14 Federal FundingRequirements)
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Monroe County Purchasing Policy and Procedure

MONROE COUNTY PURCHASING AUTHORIZATION FORM i (D.1)

Employee: Tide:
Name First Last
Department:
LEVEL OF PURCHASE AUTHORITY
PLACE "X" IN THE BOX TO INDICATE LEVEL/TYPE OF AUTHORITY
PURCHASING LEVELS PURCHASING AUTHORITY i X0
FOR TOTAL DOLLAR AMOUNT (WHO APPROVES/PAYS) AUTHORITY LEVEL
$.01- $1,000.00 Department Director or their designees.
Purchase Order not required.
$1,000.01- $5,000.00 Department Director or their designees.

Requireghe Requesting Department to submit a
Requisition in the finance systebm Purchasing. Price
reasonableness documentation is required to be
maintained by the Requesting Department.
$5,000.01- $9,999.99 Department Director or their designeBgquires the
Requesting Department to submit a

Requisition in the finance systeim Purchasingalong
with documentation gfrice reasonablenegsstification
which can include two (2) or more price quotes, writter
documentation of telephone calls, emails to suppliers
internet research

$10,000.00 $19,999.99 Department Director only for purchases of $10,000.0
and above. (Designee allowed for purchases up to
$9,999.99 only. Requires the Requestif@epartment to
submit a Requisition in the finance system to Purchas
along with three (3) or more price quotes.

$20,000.00$49,999.99 Requires the Requesting Department to submit a County Administrator,
Requisition in the finance system to Purchasing along| Assistant Countddministrator
with three(3) or more price quotes. or Purchasing Directanly

$50,000.00 AND OVER Competitive Bid process BOCC

BOCC prior approval required. Governed by
County ordinance, as supplemented by the
Purchasing Policies and Procedures Manual.

Authorization is for all current and future cost centers budgeted for this department unlesstherwise designated below.

EmployeeSignature Initials

Approved By: ApprovedBy:
Department Director CountyAdministrator

Assistant County Administrator
Purchasing Director

PURCHASING USE ONLY:
Data received & sent to Finance

() Purchasingection
Initials Date

Revised BOC@/17/2022
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Monroe County Purchasing Policy and Procedure

MONROE COUNTY BUDGET & FINANCE
PURCHASING DEPARTMENT
PH:3052924453 FAX: 3052924515

REQUEST TO PURCHASE (D.2)
ment

Date:

From (Dept.) Purchasing Approval:

Name:

Y ) By:

VWx

Phone/Ext: R § @ Account:
A

<
Ship Code to Location: ?ant/Project

Qty. | Unit Prod.# Description it | Total Cost Acct. #
S
M4
L/

Q
{

Total

Items needed by:

Vendor Name:

Remarks/Recommendations:

Administrative Instructions:
Reviewed( ) By: Date:

Purchasing Office use only:
Reviewed( ) By: Date:

Revised BOCC 3/15/17
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Monroe County Purchasing Policy and Procedure

MONROE COUNTY

BOARD OF COUNTY COMMISSIONERS

AUDIT SLIP (D.3)

VendorName VendorNumber
Invoice#
InvoiceDate
Im@]&n@
Fund/ &p (Optional)  (Optional)
Cost Ctr %ﬂt# Project# ProjectAcct Amount
Description(Opt) Afi{?
Description(Opt) A/O_:
Description(Opt) /\fO
Description(Opt) E E %
Description(Opt) 80
Review Signature Date
Approveto $1,000.00 Signature Date
$1,000.01 to $5,000.00  Signature Date
$5,000.01 to $10,000.00 Signature Date
$10,000.01 to $19,999.99 Signature Date
$20,000.000 $49,999.99 Signature Date
$50,000.0(% greder BOCC Approval
Notes: Only one invoice paudit slip please!!

BOCC Depts. complete all areas.

Il nvoice # must be the invoice number from the

Description is a 2fposition field for additional information.
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Monroe County Purchasing Policy and Procedure

ATTACHMENT D.4

ﬁ}n\\\%}’ ) MONROE COUNTY VENDOF:R;INANCEOFFICEUSEONLY
gs. /) <
%(;*,, //2 BOARD OF COUNTY COMMISSIONERS POSTED BY:

7, 5 VENDOR REQUEST FORM

must be completed for foreign corporations - https://www.irs.gov/pub/irs-pdf/iw8.pdf)

VENDOR REQUEST FORM MUST BE ACCOMPANIED BY

W-9 FORM COMPLETED & SIGNED BY THE VENDOR
Form W-9: https://www.irs.gov/pub firs-pdf/fw9.pdf

Vendor Name:

Dchange Vendor Information

Search Name/Abbrev:

Street Address:

A

P.O. Box:

City/State/Zip:

Phone:

Vendor Name:

Street Address:

City/State/Zip:

Contact Name:

Contact Phone:

Tax ID Number or SSN:

1099 Required?

Yes No

FAX Number: If Yes, please check 1099 Type:

Email: O A Attorneys

Purpose of New Vendor: O M Medical/Healthcare Payments
O N Non-Employee Compensation
O O Other Income
O R Rentals

Requested By; Dept;: Date:

Signature of Requestor:

Please Return the Completed Form & W-9 to the Clerk’s Office

MCCFINBOCC-004 {10.17.2019)

Revised BOCC 3/18/2020

via AP@monroe-clerk.com or via Courier STOP 8
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Monroe County Purchasing Policy and Procedure

ATTACHMENT D.5

COUNTY ADMINISTRATOR
CONTRACT SUMMARY FORM FOR CONTRACTS LESS THAN $50,000.00
Contractwith: Contract#

Effective Date:
Expiration Date:

Contract Purpose/Description:

Contract is Original Agreement Contract Amendment/Extension Renewal
Contract Manager:

(Name) (Ext.) (Department/Stop)
CONTRACT COSTS
Total Dollar Value of Contract:$ Current Year Portion: $
(must be less thabb0,000) (If multiyear agreement then

requires BOCC approval, unless th
total cumulative amount is less thai
$50,000.00).

Budgeted¥ed | No[ ]
Grant:$ CountyMatch:$
Fund/Cost Ceter/Spend Category:

ADDITIONAL COSTS
Estimated Ongoing Cost$: /yr For:
(Not included in dollar value above) (e.g. maintenance, utilities, janitorial, salaries, etc.)
| Insurance RequiredYESH NOR

CONTRACT REVIEW

Changes
Dateln Needed Reviewer “Dateln
Department Head Yeqd | No[ ]
County Attorney vesl INol ]
Risk Management YesL_INo[]
Purchasing Yes_ |No[ ]
OMB Yes |No[]

Comments:

Revised BOC@/17/2022
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Monroe County Purchasing Policy and Procedure

ATTACHMENT D.6

COUNTY ADMINISTRATOR
CONTRACT RENEWAL FORM FOR CONTRACTS LESS THAN $50,000.00

Contract with: Contract #

Renewal Date:
Expiration Date

Contract Renewal Notes:

FAILURE TO MEET ONE OR MORE OF THE CONDITIONS SET FORTH BELOW
WILL REQUIRE APPROVAL BY THE BOCC

i The BOCC approved agreement provided for a renewal subject to the terms and condi
forth in in the initial contract.

i The Contractor has performed in a satisfactory manner amiiieact manager has verifie
satisfactory performance

€ The Contractor has requested and agrees to renewal (renewal agreement should first
signed byContractor)

€ The renewal period is set forth in the BOCC appragréement

& The total cumulativealue, including any Consumer Price Index (CPI) increase, of the
renewal is less thebb0,000.00

The following Contract Manager has verified that the above conditions have been met.
Contract Manager:

(Name) (Ext.) (Department/Stop #)

Revised BOCT/17/19
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Monroe County Purchasing Policy and Procedure

ATTACHMENT D.7

MONROECOUNTYENGINEERINGPROJECMANAGEMENT
CONTRACTCHANGEORDER

PROJECT TITLE: CHANGE ORDER NO: #
INITIATION DATE: (date requested)
CONTRACT DATE: (date executed)
TO CONTRACTOR:

The Contract is changed as follows: (use underlining only i no highlighting or deletion)

The original (Contract Sum) (Guaranteed Maxi mum Price)
Net change by previously authorized ChangeOr der s ééééééeééé. é6ééeééeéeé. . $

The (Contract Sum) (Guaranteed Maximum Price) prior to this Change orderwasé . é . é . $

The (Contract Sum) (Guaranteed Maximum Price) will be (increased) (decreased) (unchanged) by this

Change Order ¢ééé. ... $
The new (Contract Sum) (Guaranteed Maxi mum Price) inc
The Contract Time wil!/| be (increased) (decreased) (un
The date of Substanti al Compl etion as of the date of

Detailed description of change order and justification:
Justification here. If a time change: show original and new substantial completion dates.

Change order is 0 % of original contract price

. I signed | hi if applicable

ARCHITECT:
Sign & Print Name Date
CONTRACTOR:
Sign & Print Name Date
DEPARTMENT DIRECTOR:
Sign & Print Name Date
COUNTY/ASSISTANT ADMINISTRATOR:
Sign & Print Name Date

Revised BOCC 3/18/2020
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Monroe County Purchasing Policy and Procedure

ATTACHMENT D.7a

Change Order Attachment per Ordinance No. 004-1999

91 Change Order was not included in the original contract specifications. Yes [] No []

If Yes, explanation:

ﬂ Change Order was included in the original specifications. Yes [] No []

If Yes, explanation of increase in price:

ﬂ Change Order exceeds $50,000 or 5% of contract price (whichever is greater). Yes [_] No []

If Yes, explanation as to why it is not subject for a calling for bids:

i Project architect approves the change order. Yes [ ] No []

If no, explanation of why:

i Change Order is correcting an error or omission in design document. Yes [ |No []

Should a claim under the applicable professional liability policy be made? Yes [] No []

Explain:

Revised BOCC 3/18/2020
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ATTACHMENT D.8
PUBLIC ENTITY CRIMIATEMENT

AA person or affil i attheconicedveraa listofalavimg apcongiatian dor pubiic
entity crime may not submit a bid, proposal, or reply on a contract to provide any goods or services to a
public entity, may not submit a bid, proposal, or reply on a contract with a public entity for the construction
or repair of a public building or public work, may not submit bids on leases of real property to a public
entity, may not be awarded or perform work as a CONTRACTOR, supplier, subcontractor, or consultant
under a contract with any public entity, and may not transact business with any public entity in excess of
the threshold amount provided in Section 287.017, Florida Statute, for CATEGORY TWO for a period of
36 months from the date of being placed on the convicted vendor| i st . 0

| have read the above and state that neither (Respondenmhodbay nam
Affiliate has been placed on the convicted vendor list within the last 36 months.

(Signature)

Date:

STATE OF:

COUNTY OF:

Subscribed and sworn to (or affirmed) before me, by means of & physical presence or 3 online

notarization, on (date) by

(name of affiant). He/She is personally known to me or

has produced (type of identification) as identification.

NOTARY PUBLIC

My Commission Expires:

Revised BOC®/15/202
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Monroe County Purchasing Policy and Procedure

ATTACHMENT D.9

SWORN STATEMENT UNDER ORDINANCE NO. 010-1990
MONROE COUNTY, FLORIDA

ETHICS CLAUSE

~ BN

f 0
(Company)

Aéwarrants that hel/ it has not empl oyed, retained
County officer or employee in violation of Section 2 of Ordinance No. 010-1990 or any County officeror
employee in violation of Section 3 of Ordinance No. 010-1990. For breach or violation of this provision
the County may, in its discretion, terminate this Agreement without liability and may also, in its discretion,
deduct from the Agreement or purchase price, or otherwise recover, the full amount of any fee,
commission, percentage, gift, or consideration paid to the former County officerore mp|l oy ee . 0

(Signature)

Date:

STATE OF:

COUNTY OF:

Subscribed and sworn to (or affirmed) before me, by means of 3 physical presence or 3 online

notarization, on

(date) by (name of affiant). He/She is personally
known to me or has produced (type of identification) as
identification.

NOTARY PUBLIC

My Commission Expires:
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ATTACHMENT D.1 0
NONCOLLUSIOAFFIDAVIT

l, of the city of according to law on my oath,
and under penalty of perjury, depose and say that

a. I am of the firm of

the bidder making the
Proposal for the project described in the Request for Proposals for

and that | executed the said proposal

with full authority to do so;

b. the prices in this bid have been arrived at independently without collusion, consultation,
communication or agreement for the purpose of restricting competition, as to any matter
relating to such prices with any other bidder or with any competitor;

C. unless otherwise required by law, the prices which have been quoted in this bid have not
been knowingly disclosed by the bidder and will not knowingly be disclosed by the bidder
prior to bid opening, directly or indirectly, to any other bidder or to any competitor; and

d. no attempt has been made or will be made by the bidder to induce any other person,
partnership or corporation to submit, or not to submit, a bid for the purpose ofrestricting
competition;

e. the statements contained in this affidavit are true and correct, and made with full
knowledge that Monroe County relies upon the truth of the statements contained in this
affidavit in awarding contracts for said project.

(Signature)

Date:

STATE OF:

COUNTY OF:

Subscribed and sworn to (or affirmed) before me, by means of 3 physical presence or 3 online

notarization, on (date) by

(name of affiant). He/She is personally known to me or has

produced (type of identification) as

identification.

NOTARY PUBLIC

My Commission Expires:

Revised BOCC 3/18/202(
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ATTACHMENT D.11
DRUGFREE WORKPLACIRM

The undersigned vendor in accordance with Florida Statute Section 287.087 hereby certifies that:

(Name of Business)

1. Publish a statement notifying employees that the unlawful manufacture, distribution, dispensing,
possession, or use of a controlled substance is prohibited in the workplace and specifying the
actions that will be taken against employees for violations of such prohibition.

2 Il nform employees about the dangers of drug
maintaining a drug-free workplace, any available drug counseling, rehabilitation, and employee
assistance programs, and the penalties that may be imposed upon employees for drug abuse
violations.

3. Give each employee engaged in providing the commaodities or contractual services that are under
bid a copy of the statement specified in subsection (1).

4. In the statement specified in subsection (1), notify the employees that, as a condition of working
on the commodities or contractual services that are under bid, the employee will abide by the
terms of the statement and will notify the employer of any conviction of, or plea of guilty or nolo
contendere to, any violation of Chapter 893 (Florida Statutes) or of any controlled substance law
of the United States or any state, for a violation occurring in the workplace no later than five (5)
days after such conviction.

5. Impose a sanction on, or require the satisfactory participation in a drug abuse assistance or
rehabilitation program if such is available inthee mp | o yc@mnarsty, or any employee who is
S0 convicted.

6. Make a good faith effort to continue to maintain a drug-free workplace through implementation
of this section.

As the person authorized to sign the statement, | certify that this firm complies fully with the above
requirements.

(Signature)

Date:

STATE OF:

COUNTY OF:

Subscribed and sworn to (or affirmed) before me, by means of & physical presence or 3 online

notarization, on (date) by
(name of affiant). He/She is personally known to me or
has produced (type of identification) as identification.

Notary Public
My Commission Expires:

Revised BOCC 3/18/2020
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Monroe County Purchasing Policy and Procedure

ATTACHMENT D.12

VENDOR CERTIFICATION REGARDIN RUTINIZED COMPANIES LIST
ProjectDescription(s):

Responden¥endorName:
VendorFEIN:
Vendor’ s Authori zeaddTitkRepr esentative Name
Address:

City: State: Zip:
PhoneNumber:

Email Address;

Section287.135 Florida Statutegrohibitsa companyfrom biddingon, submittinga proposafor, or enteringinto

or renewing a contract for goods or services of any amount if, at the time of contracting or renewal, the compar
is on the Scrutinized Companies that Boycott Iskést| created pursuant to Section 215.4725, Florida Statutes,
or is engaged in a Boycott of Israel. Section 287.135, Florida Statutes, also prohibits a company from bidding o
submittinga proposafor, or enteringinto or renewinga contractfor goodsor servicesof $1,000,00@®r more,that

areoneitherthe ScrutinizedCompaniesvith Activities in SudarList or theScrutinizedCompaniesvith Activities

in thelran PetroleunEnergySector_istswhichwerecreatecpursuanto s.215.473FloridaStatutespr is engaged

in business operations in CubaSyria.

As the person authorized to sign on behalf of Respondent, | hereby certify that the company identified above
theSectionentitled R e s p ovendigNa m & hotlistedontheScruinized CompanieshatBoycottisraelList

or engaged in a boycott of Israel and for Projects of $1,000,000 or more is not listed on either the Scrutinize
Companiesvith Activities in SudarList, the ScrutinizedCompaniesvith Activities in the Iran PetrdeumEnergy

Sector List, or engaged in business operations in Cubgriar.

I understandhat pursuanto Section287.135 Florida Statutesthe submissiorof afalsecertificationmay subject
company to civil p e n acbsts.i| fugher uradérdtand timeayy centrdctenghsthe Cauntyd /
may be terminated, at the option of the County, if the company is found to have submitted a false certification «
has been placed on the Scrutinized Companies that Boycott Israel List orceimgad®ycott of Israel or placed

on the Scrutinized Companies with Activities in Sudan List or the Scrutinized Companies with Activities in the
Iran Petroleum Energy Sector List or been engaged in business operations in &ulza or

CertifiedBy: , who is authorizetb sign
on behalf of the above referencammpany.

AuthorizedSignature:
PrintName:

Title:

Note: The List are available at the following Department of Management Services Site:
http:/Mwww.dms.myflorida.com/business_operations/state purchasing/vendor_information/convicted suspendec
discriminatory complaints_vendor_lists

Revised BOCC 3/18/2020
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Monroe County Purchasing Policy and Procedure

FEDERAL FORMS TO BE USED WHEN FEDERAL FUNDS ARE UTILIZED OR
EXPECTED TO BE UTILIZED AS SET FORTH IN CHAPTER 14
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Monroe County Purchasing Policy and Procedure

ATTACHMENT E.1
Monroe County Procurement Formr
(For all Purchasing $10,000.00 or mc

Requirement (good/services to be procured):

If brand name or equal salient characteristare:

Market Research:

ResearclMethod:
Internet(

Prior procurementiles (
Personal Knowledge of Local Trageea (

e & s © Jien & Jien )
©)
—
=0
(0]
=
—
~— — — —

Potential Sources:

Estimated Purchase Pric:

Additional Considerations: Considered Notes:
Federal Surplus Property 3

Aggregates or Break Up 3

Purchase

Lease vs. Purchase 3

Planned/Expected Contract Type

| Fixed Price (including fixed price per unit)
i Cost Reimbursement plus fixed/fee/profit
| Other:

Notes: cost plus percentagécost is prohibited; time and material has restrictions
(See8200.318 (j)(1)
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Monroe County Purchasing Policy and Procedure

ATTACHMENT E.1
Monroe County Procurement Formr
(For all Purchasing $10,000.00 or mc

Procurement Method:

n Small Purchase Procedure ($10,000JpGo | n Sole Source $10,000.00 imore
$49,999.99) 3 Written Solicitationof Price | Noncompetitiveproposals Justificatiofreferto
Quotes(Pleasénclude) Chapter 14/2 CFR00.320(f):

5 Qral Solicitation of Price Quotes

(attach documentation noting opalcequotes)
Vendor contact information/Pricpioted

Notification/Publication Plan: N/AifMicroPur chase; Must be for mal
Purchase Priced is in excess

Revised BOCC1/22/2022
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Monroe County Purchasing Policy and Procedure

ATTACHMENT E.2
Monroe County Procurement Form
(For all Federal Competitive Solicitations of $50,000.00 or more)

Solicitation Issudate:

Requirement (goods/services togdrecured):

Responses/Bids/Offerors Received:

Name Date Received/Bid opening Date Checked in
SAM/DMS/etc. as
perEntity Checklist
(Attachment E.3)

Selectedrirm/Person/Entity/Company:

Selection RationaleEhe bid/Proposal was most advantageous to the County, price and other factors considert
because

Price Reasonablenessessment:

N Bonding Requirements are included: 5% of the bid price and Performance Bond of 100% of
the contract price and Payment bond of 100% of contract price.

*Rationale should be Consistent with RFPs stated evaluation factors

*Rational should be consistent with Written Evaluation Plan
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Monroe County Purchasing Policy and Procedure

Debarred, Suspended or Ineligible Entity Checklist

Entity Name:

Federal/StatéundingAgency:

ATTACHMENT E.3

Federal/State

FundingProgram:

Federal Excluded Parties List Syst@aiPLS) : Yes
SAM.gov No

State Convicted/Suspended/Discriminatory/ComplafetsdorLists:

dms.myflorida.com No
US DHHS List of Excluded Individuals arthtities(LEIE): Yes

Exclusions/oig.hhs.gov No

Verified By:

Signature

PrintedName

Title, Department

Revised BOCQ/21/2022
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Disaster Requedbr Purchase ATTACHMENH.4
Date of Request: RequesteName:
Requester Phone: Requester Email:
Requesting Department: Vendor Name/Vendor Number:

Incident Name:

Request:

Reason for Requeshow was this caused by the incident?

Type of purchase:
Replenisistock New Items/Materials InsuranceClaim Claim#

RepairWork Replacement duéo damage (Include copy of altlaimrelateddocuments)

Where are the items/materials/goods/services being used?

What is the location of the repair or replacement work?

If repair or replacement, is this temporary ¢ | Priority: Low Routine Urgent
permanent?
Temporary Permanent
Order Details:
Qty Item Description Cost per Unit Total Expense
Total Cost:

Please attach the required three quotes on purchases $10,000 or greakéis request for purchase must be
approvedbefore submitting to BOCC for contract approval. Use this coding for the Agenda éedn
Transactions Fund/Cost Center  LedgerAccount Spend Category Worktag/Grant  Worktag/Project

Revised BOCC 1/21/2022 FDEM ApprovalNeeded? Yes No
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MONROE COUNTY BOARD OF COUNTY COMMISSIONERS

DISASTER AUDIT SLIP ATTACHMENT E.5
Vendora ’AY VendorNumber
Invoice# A s b' Invoice Date Invoice Amounti$
RequesteName RequesteDepartment IncidentName

How was this caused by

574

< W
Typeof purchase: Repleniertock_Nem)ms/ terials Repair Work  Replacement disedamage

What is the location (Address and Facility Name) of t pacement work or where the items/materials
will be used? If this is relating to a vehicle, include the y icle ID/awd

If repair or replacement, is this temporanpermanent? __ Temporary nent

Has an insurance claim befled? If yes, what is thelaim number? \'}

Priority: Low Routine _ Urgent DisasterTrackingNumbe

Fund/

CostCtr Account # Project # Project Acct # Amount

LR -
| - OS@O

Description (Opt)

- $
Description (Opt)
- $
Description (Opt)
Review Signature Date
Approveto $1,000.00  Signature Date
$1,000.010 $5,000.00 Signature Date
$5,000.01t0 $10,000.00 Signature Date
$10,000.01 to $19,999.98ignature Date
$20,000.00 to $49,999.98ignature Date
$50,000.0®& greater BOCC Approval
Notes: Only one invoice per audit sliplease!!
BOCC Depts. complete all areas.
Invoice # must be the invoiceu mber from the vendor’'s invoice.

Revised 3/18/20
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Minority Owned Business Declaration
, @ subcontractor engaged by Monroe Coudtyingthe

completion of work associated with the below indicatesject
(Check one)
Is aminority business enterprise, as defined in Se@&81703 Florida

Statutes
or
is not a minority business enterprise, as defined in Se2&8r703 Florida
Statutes.
F. S. 288.703(3) “Minority business dimediesulpsection @) (seemeans al

below) which is organized to engage in commercial transactions, which is domiciled in Florida, and whéasis at
51-percerntowned by minority persons who are members of an insular group that is of a particular racial, ethnic, or

gender makeup or national origin, which has been subjected historically to disparate treatment due to identification
inandwiththagr oup resulting in an underrepresentation of con
whose management and daily operations are controlled by such persons. A minority business enterprise may

primarily involve the practice of a profession. Owsteép by a minority person doest include ownership which is

the result of a transfer from a nonminority person to a minority person within a related immediate family group if

the combined total net asset value of all members of such family group egdemilion. For purposes of this
Ssubsection, the term “related i mmediate family group” |
parent of such children or the spouse of such parent residing in the same houseunitiving

FS288. 703 (wBWYysi“rbenmad”l means an independently owned and op
fewer permanent fullime employees and that, together with its affiliates, has a net worth of not more than $5 million

or any firm based in this state which has aa$mBusiness AdministratioB(a) certification. As applicable to sole
proprietorships, the $5 million net worth requirement shall include both personal and business investments.

Contractor may refer to F.S. 288.703 for mafermation.

Contractor SubRecpient: MonroeCounty
Signature Signature
Print Name: PrintedName:
Title: Title/ OMB Department:
Verified via:

https://osd.dms.myflorida.com/directories

Address: DEM Contract:
City/State/Zip
Date: FEMA ProjectNumber:
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APPENDIX A, 44 C.F.R. PART 181 CERTIFICATION REGARDING

LOBBYING
(To be submitted with each bid or offer exceeding $100,000)
Certification for Contracts, Grants, Loans, and Cooperative Agreements

The undersigned certifies, to the best of his or her krdyel@nd belief, that:

1. No Federal appropriated funds have been paid or will be paid, by or on behalf of the
undersigned, to any person for influencing or attempting to influence an officer or
employee of an agency, a Member of Congress, an officer or yaepbd Congress, an
employee of a Member of Congress in connection with the awarding of any Federal
contractthemakingof anyFederalgrant,themakingof any Federaloan,theenteringinto
of any cooperative agreement, and the extensiontinuation, renewal, amendment, or
modification of any Federal contract, grant, loan, or cooperagweement.

2. If any funds other than Federal appropriated funds have been paid or
be paid to any person for influencing or attempting to influena#farer or employee of
any agency, a Member of Congress, an officer or employee of Congress, or an employee
of a Member of Congress in connection with this Federal contract, grant, loan, or
cooperative agreement, the undersigned shall complete and Siandard ForabLL,
“Disclosure Form to Report Lobbying,” in a

3. The undersigned shall require that the language of this certifitetion
included in the award documents for all subawards at all tiers (incladb@pntracts,
subgrants, and contracts under grants, loans, and cooperative agreements) and that all
subrecipients shall certify and disclose accordingly. This certification is a material
representation of fact upon which reliance was placed when thgatton was made or
entered into. Submission of this certification is a prerequisite for making or entering into
this transaction imposed by section 1352, title 31, U.S. Code. Any person who fails to file
the required certification shall be subject tawal penalty of not less than $10,000 and
not more than $100,000 for each such failure.

The Contractor, , certifies or affirms théruthfulnessand

accuracy of each statement of its certification and disclosure, if any. In addition,

the Contractor understands and agrees that the provisions of 31 U.S.C38hap.
Administrative Remedies for False Claims and Statements, apply to this certification and
disclosure, if any.

Signature of Contractor’s Authorized Of

Name and Title o€ o n t r &wgthorzedOffcial Date
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DISCLOSTUEE OF LOBEYING ACTIVITIES
COMPLETE THIS FORM TO DIECLOSE LOBEYING ACTIVITIES PURSUANT TO 31 TU.5.C. 1352

1. Tvpe of Federal Action: 1. Status of Federal Action: 3. Report Type:

A Coniract |:| 2. bed‘offer/application |:| . insfial
b. grant b initial award b. material chapge
. COOpETiive AETesment L. post-award
d. loan For Material Change Only:
g, loan guarantes year QAT
£ loan insurance date of Last repart
4.  Name and Address of Reporting Entity 5. H Reporting Eniity in No. 4 15 Subawardee,
Enter Name and Address of Prime:
|:| Prims I:lﬂuba‘warc‘ee
Tier . if knowm
Congressional District, if known Congressional District, if known
6. Federal Department/Apency: 7. Federal Program NameDescription:
CTDA Number, if applicabls
4. Federal Action Nomber, if known: 9. Award Amonnt, if known:
10,  a. Name and Address of Lobby Enfity b. Individuals Performing Services (mchuding
(Tf individnal, last name, first name. MT) address if different from Ma. 10a)

(last pame, first name, MT)

(arfach Contmuation Fheet(s) if neceszary)

11. Amount of Payment (check all that apply) 1. Type of Payment (check all that apply)
b1 Dartunl Elplmmed [ ] a retainer
|:| b. ons-tme fee
1. Form of Payment (check all that apply): C CODisEion
a cash d. coofingent fee
|:| b. in-kind; specify: nature e deferred
vahs f other, specify

14. Brief Description of Services Performed or to be performed and Date(s) of Service, including
officer(s), employes(z), or member(z) contacted, for Payment Indicated in Item 11:

(attach Continuation Sheet{s) if necessary)
15. Coutinuation Sheei(s) attached: ves [ | Mo []
16. Eformation requesed throagh this form s sethorized by
Title 31 U.E.C. Soction 1330, Thds dizchosme of lebbying Sigmarure:
reliance was placed by the ter above when his i
wi made or antared ixtn.  This dsclosurs is regained
pursuant bo 31 TLE.C. 1352, This inforsation will ba
reportaed to Congress semniannually and will be availabls for .
public inspection. Amy parsom whe fails to £k the rguired  LLLE!
diwclowmms: shall be sebject o 2 civil pecalty of not less San

Priot Mamea-

£10,500 and mot mors thas $100,000 for sach mch fikera. Telephone No.- Date:
Authorized for Local Reproduction
Federal Usze Ouly: Standard Form - LIT,
1. PART 2ICOUNTY
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INSTRUCTIONS FOR COMPLETION OF SF -LLL,
DISCLOSURE OF LOBBYING ACTIVITIES

This disclosure form shall be completed by the reporting entity, whether subawardee or prime Federal recipient, &ibtheringceipt of
covered Federal action or a material change to previous filing pursuant to title 31 U.S.C. section 13589 i@ fibrm is required for
such payment or agreement to make payment to lobbying entity for influencing or attempting to influence an officer oe efmmhyye
agency, a Member of Congress an officer or employee of Congress or an employee of a M@umihgress in connection with a covered
Federal action. Attach a continuation sheet for additional information if the space on the form is inadequate. Congnietéteit apply
for both the initial filing and material change report. Refer to the im@iging guidance published by the Office of Management and
Budget for additional information.

1. Identify thetypeof coveredrederahctionfor which lobbyingactivity is and/othasbeensecuredo influence the outcome
of acovered~ederahction.
2. Identify thestatusof thecovered-ederahction.
3. Identify the appropriate classification of this repdftthis is a followup reportcaused by a material change to the

information previously reported, enter the year and quarter in whiclehitiege occurred. Enter the date of the last,
previouslysubmittedeportby thisreportingentityfor thiscovered~ederahction.

4, Enterthefull nameaddressgity, stateandzip codeof thereportingentity. IncludeCongressionaDistrictif known. Checkthe
appropriate classification of the reporting entity that designates if it is or expects to be a prime or subaward tdeiptiént.
the tier of the subawardee, e.g., the first subawardee of the prime is the first tier. Subawards includeoblitraied to
subcontractsubgrantandcontracewardsindemgrants.

5. If theorganizatiorfiling thereportin ltem4 checks'Subawardeethenenterthefull name addressgity, stateandzip codeof
theprimeFederatecipient.IncludeCongressiondDistrict, if known.

6. Enterthenameof the Federahgencymakingtheawardor loancommitment. Includeatleastoneorganizatiorevel below
agencynamejf known. ForexamplePepartmenbf TransportationUnitedStatesCoasiGuard.

7. Enterthe Federaprogrannameor descriptiorfor thecovered-ederahction(item1). If known,enterthefull Catalogof
FederaDomesticAssistanc¢ CFDA) numbeifor grantscooperativeagreementsoansandloancommitments.

8. Enterthemostappropriaté-ederaidentifying numberavailablefor the Federakctionidentificationin item 1 (e.g., Requestor

Proposa(RFP)number Invitation for Bid (IFB) numbergrantannouncementumberthecontracgrant.or loanawardnumber,
the application/proposal control number assigned by the Federal agaenltgeprefixes, e.g.,'"RFP-DE-90-001."

9. Foracoveredrederabctionwheretherehasbeenanawardor loancommitmenby the Federabgency enterthe Federalamount
of theaward/loarcommitmentgor theprimeentityidentifiedin item4 or 5.
10. (a) Enterthefull name addressgity, stateandzip codeof thelobbyingentity engagedy thereportingentityidentifiedin item4 to

influenceahecovered~ederabction.
(b) Enterthefull namef theindividual(s)performingservicesaandincludefull address differentfrom 10(a). EnterLast
Name FirstNameandMiddle Initial (MI).

11. Entertheamountof compensatiopaidor reasonablgxpectedo bepaid by thereportingentity (item4) to thelobbying entity
(item 10). Indicate whether the payment has been made (actual) or will be made (planned). Check all boxes thetigpply.
is amaterialchangeeport,enterthecumulativeamouniof paymenmmadeor plannedto bemade.

12. Checktheappropriatdox. Checkall boxesthatapply. If paymenis madethroughanin-kind contribution specifythe nature
andvalueof thein-kind payment.

13. Checktheappropriatdox. Checkall boxesthatapply. If other,specifynature.

14, Providea specificanddetaileddescriptiorof the serviceghatthelobbyisthasperformedor will beexpectedo perform andthe

date(s) of any services rendered. Include all preparatory and related activity not just time spent dorateittalvith Federal
officials. Identify the Federal officer(s) or employee(s) contacted or the officer(s) employee(s) or Member(s) of Congress that

werecontacted.
15. Checkwhetheror notacontinuatiorsheet(sjs attached.
16. Thecertifyingofficial shallsignanddatetheform, printhis/hemametitle andtelephongumber.

Public reporting burden for this collection of information is estimated to average 30 minutes per response, includingetiree/ifty
instruction, searching existing data stes, gathering and maintaining the data needed, and completing and reviewing the collection of
information. Send comments regarding the burden estimate or any other aspect of this collection of information, inchedinonsuigr
reducing this burdengtthe Office of Management and Budget, Paperwork Reduction Project

(03480046),Washingtonp.C.20503. SFLLL -Instructions Rev.06-04-
90«ENDIF>»

2-6d PART 2/COUNTY
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Exhibit A
Sample 1-Notice of Intended Decision f@onstruction Bids

February 14, 2013
To: All Bidders

Re: Notice of Intent to Award a Contract
Watson Bridge Repair Project

To Whom it May Concern:

This |l etter will serve as notice of Monroe Co
, the lowestesponsible bidder for the Watson Bridge RePanjectat

the 2014 Board of CoMeetng Commi ssi oner’ s

Construction bids$or the Project were received by tivdonroeCounty

Purchasind®epartmenbn 2014.

Sincerely,

Judith S. Clarke, P.E.
Director of Engineering Services
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Exhibit A
Sample 2-Notice of Intended Decision for RFPs & RFQs

To: All Respondents

Re: Notice of Intent to Negotiate a Contract

Request for Competitive Solicitations for the Asphalt PaveriBealuation and Management
Services (RFP)

Or

Notice of Intent to Negotiate a Contract

Request for Competitive Solicitations for Engineering Design and Permitting Services for the
Card Sound Bridge Repair Project (RFQ)

To Whom it May Concern:

Thislette wi | | serve as notice of Monroe County’ s
acontractwith , the highest ranked respondent, for Enginedbegignand

Permitting Services for the Card Sound Bridge Project at the March 20, 2013 Board tyf Coun
Commi s sMeetmge r * s

Proposal responses for the Engineering Design and Permitting Services for the Card Sound
Bridge Project were received by the Monroe County Purchasing Department on March 1, 2013.

Sincerely,

Judith S. Clarke, P.E.
Director of Engineering Services

Revised 10 21 2020
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